U.S.DOL
Empoyment

Workshop

Transition from
Military to Civilian
Workforce

ParticipantGuide

January2017 Edition







PrEIEQUISITES. ...ttt ettt e e e e e e e e e e e e immne e e e e 1

TraNGtioN QUIZ.....ceeeeiiiiiiiiiies st e e e e e e e e e e eeeea s s s e e e e e e e e e eeeeeeeeessbannneeeeeeeeees 2
Section 1: Foundations of a Successful Transition.............ccccvvvvimeeinniiiivviiiineeeee. 3
Succeeding in a Civilian WOrKPIACE. ..........uuueiieiiiiii et 5
Il nside the empl.oy.er.Qs.mi.nd ... 13
Paths t0 eMPIOYMENL..........iiiiii e e 21
Section 2: Identify Your SKills and Values...........ccooooiiiiiiiiceciiiiii e 30
Tranderable SKIllS INVENTOIY........cooiiiii e 30
0o L= LIV o 10 ] I N = PSP 37
Employment HStory OULINE..........ooooiiiiiiiiee e 39
JOD VAIUES ... 40
Section 3: Identify Employment OpportunitieS.........ccoeeeeeeiiiiiiieeeie e 46
JODb SEArch NEIWOIKING ... .vveeiiiiiiiiiee s 46
UPAALE YOUT TR ...ttt e e e e n e 48
SOCIAI MEAIA. ... ettt 49
Your Professional INtrodUCHION. ........ccooviieiiiiiiieieeeeee e eeee e 53
Career, Occupation & JOb ReSEarChL..........ooviviiiiiieeeeeee e 57
0o L= LI Yo 10 ] I N = OO 66
Section 4: FOCUS YOUN SEAICHL.........eiiiiiiiiii e e e e e 68
American Job Centers (AJCs): Gor-One Personalized Service in Your Local
(@] 101 0 11U 11 Y/ PPPPRRRPN: 68
Education and Training Assistance for fltd Search..........ccccoooviiiiiiiiiceciiiiieeen. 71
Veteran unemployment and homeleSSNeSS..........ooovvvvivviemeeiiceeeece e 73
ANAYZEJODPOSTINGS.....ceeeeiiiitiicie e e e e e e e eeeer e e e e e e e e e e e e e e e e aernnnas 77
Section 5: Market YOUISELE...........uuieiii e eerer e e e e e e e e eeeeeeeed 80
WIHEING @ RESUIME... ..ottt e e e e e et e e e e e e et s eaaes 81
Developing a Targeted RESUIME............oiiiiiiiiiiiie e e e e e e evvmmme e e e e eaees 89
UPAALE YOUT TR ...ttt ettt e e es e 101
COVEILEIEIS. ..t eee e ettt e e e e e et e e emena e e e e eennes 102
Identify and pepare your professional refap@s............cooevviiiiiiiiieeee e 105
UPAALE YOUT TR ...ttt es e 107
Section 6: Bderal HilNg..........uuuiiiiiiiiiiiiiceeeii et 110

Feded Hiring, Fedea Resumesand Fedral Programs.........cccooeveviiiiiiiiiieeceeeennn. 110



AV N SN 20t Y (= (- o TR 112

SpecidHiring Authoritiesfor Veterans..............cocovvvviiiiiieeee e 117
VeterangEmploymentinitiatiVe.............cooooiiiiiiiiiiiieee e 122
FINAINGJIODS ... e 123
Understandinghe Vacarcy ANNOUNCEMENL........cceiiiieeeeeeiiiiiieeeieeeeeeeeeeeeeeeeeeenennns 124
Fedearal ReSUME WIIING TIPS ..uuuuuuiiiiiiieeeeeee e e eeieeess s e e e e e e e e e e e eeeeeeesaasnnneeeeeeeeeeenennes 128
Federal INTEIVIEWING .........u i 136
Getting the Offer.....eeeeeeeee e e 136
(0o F= LI Yo 18 ] I N USSP 138
Section 7: Creating Onling Profil@S...........ueiviiiiiiiiiieeeee e 140
Y=Tox 10T IR e Tl ] (=T RV =001 o T O 144
Preparing for an INterVIEW.............ovviiiiiici e erre e e e 144
Dressfor success during an INEBEW ............ccccuuuuuuuiiiiiimeeniiiiineeieeeee e e e eeeeeees 148
TYPES Of INTEIVIEWS ... s 151
Common htervieW QUESTIONS........iii i eeeeeeee et e s eeene e s e eraa e 154
Pradice ANSWeNNG QUESHIONS.........uuuuiiiiiiiiiiiieeiieeeieie ettt srmmme e 157
1Y [ Tod S [ 1 (= Y = PP 163
Section 9: Bllow Up After the INtervIEW............ooevvviiiiiiiir e 166
Follow Up aftertheINterVIEW. .........oooiiiiiiieeee et 166
Evaluatetheinteviewd ContinUOUSMPrOVEMENt........ccvvvveeieiiiiiiiiiicee e 168
Evaluatgob Offers.........ueeeii e 170
COMPONELB Of & SAIANY.....eeiiiiiiiiiieee e 174
Communicating/ourdecisionto theempbyer..............coooiiiiiieenee 176
Negotiatgob OffErs..........cooiiiiie e e e eeeas 182
FaY o] o =T o [T T PP TP P PP PP I PPPPPRTPPPR 184
(€70 [0 I O g o PRSP 184
Employment HiStory OULINE..........coouviiiiiii e eeeme e 189
JOD POSHING EXAMIPIE. ...ttt 190
Master ResSumMe EXaMPLE.........oooiii e 191
Targetd Resume EXampPle..........ooi i 194

SAMPIE RESUMES. ... .ttt eeee ettt e e e e e e e e e e e e e s s s rmmne e as 196






Prerequisites

|l f you havendét met with your Preseparation

appointment and acquire these documents:

A Career Interest Inventory Assessment

A VMET (Verification of Military Experience and Training, DD Form 2586)
A Performance evaluations

A Military and college transcripts

If you have followed the design of the DOD TAP, you have met with a
Preseparationounselor and been familiarized with the Individualized Transition

Plan form and the various sections included within that form. You have also
completed the Career Interest Assessment tool and have discussed the results with
your counselor.

You have attaded the MOC (Military Occupational Codes) Crosswalk module,
which gave you a summary of how your current military experience can be
translated into a civilian occupation. You have your VMET, your performance
evaluations, and your military transcripts.

In addition to meeting with your Preseparation counselor and attending the MOC
Crosswalk, you have been briefed on your benefits from the VA and have created
a 12month budget as an outcome of attending the Personal Finance for
Transitioning Military members

If, due to various factors, including scheduling, you have not attended MOC
Crosswalk, Personal Finance for Transitioning Service members, or the VA
Benefits briefing, you are encouraged to get scheduled for these modules ASAP.

Bring the following to tass each day:

{ Career interest inventory assessment
T VMET

1 Performance evaluations (to help you develop Situation Task Action
Results or STAR statements)

Military and college transcripts
MOC Crosswalk results

Laptop or notebook



Transition Quiz

Read each statement; indicate whether it is true
or false. True |False

1. Given two quified job applicants, empbyers will usualy
hire aVeteran @er anonVeteran.

2. Thesamejob you hed in the ®rvice will pay up to twiceas
much in pri\ate industy.

3. Military skills transfer to civilian jobs withoutadditional
training.

4. Civilian employers believe that memlers ofthe nilitary do
not desl with profit and loss.

5. Mostemployers have had enough military experience to be
able to uneyrstand military language.

6. Mostemployers are skilled at sekding new employees.

7. You may haveto overcomean employerd segative readion
to Veterans in aer to get a job.

8. Veterans must bld anetwork of job contacts aspart of their
job sach.

9. Colledingunemployment compensationcan hut your pride
and lf-resped.

10. Aftermilitary savice, you may have to take a lower level
job than someonef your age who has notbeen in the
savice.

11. A goodresume willget you ajob.

12. Inajob interview, you sould always adlressthe irterviewer
as Mmai ma jasyautwoudd do inthemilitary.




Section 1: Foundations of a Successful
Transition

A successful transition and starting a new career with a good job takes time
and diligent work.

You must approach like any military operation:

1. Determine mission and objective(s)
Gather intelligence
Determine logistics and resource requirements
Identify resources and/or training shortfalls
Develop primary, alternate, and tertiary plans
Integrate assets amdsources
Establish timelines
Conduct rehearsals

O NOoO Ok WN

The principles of getting a job are fairly simple
1. Youwill need to think like employers and understand the factors that make
them and their organizations successfau will practice doirg that in this
section

2. Youwill need to identify thekills you can offer that will contribute to the
success of both the busingssi aretargeting and the individual hiring
decision makers who determine if it makes sense to ydiea job.You
will have an opportunityo do this in Section 2 of this Guide.

3. Youwill need to discover, research, and connect with employment
opportunities that are a good matchyour skills and interest§&ections 3
and 4 will help you accomplish these tasks.

4. Youwill need to develop andkliver selfmarketing messages that enable
civilian hiring decision makers to recognize that they and their
organizations will be more successful if they hyioel. You will have
opportunities to develop these messages in Sections 5 and 6.

Although the pinciples are simple, implementing themmist always easyYou
will learn and employ tactics and techniques yloatmay not have beeesquired
to use sincgoujoined the military.

The good news igjour military experience has providgdu with rich
opportunities to acquire an extensive set of technical skills, to strengthen an
impressive array of traits, and to gain insights that will engtlgo contribute to
success in most civilian workplaces.



For the next three days, yaull begn to master these four principles and acquire
the tools that will help you launch your civilian career.

Learning objectives for this course include:

1.

N o o bk~ 0D

Compleing your transferable skills inventory

Researcing industries, occupations, and trends
Analyzng job postings

Developng an initial draft master resume

Understanihg special appointing authorities for Veterans
Understanding different types of interviews
Evaluaing job offers



Succeeding in a civilian workplace

Transitioning to a civilian workfe may lring many unfamiliar challenges for

you and your loved ones. Fortunately, you have learned to adapt to change and to
make the most of the opportunities in new and unfamiliar situations. The

following list describes some of the challenges you may faceiéietedces you

may experience during your reentry into the civilian world, as well as tactics for
overcoming them.

In the military
Rarely do you have to interview, or create and send a resume, or fill out an
application form for your next duty assignment.

When transitioning to a civilian workplace
Utilize the information throughout this guide to:

1 Learn about civilian occupations

Create and customize resumes

Acquire interviewing skills

Master the techniques of completing print or electronic application forms
Master the informal or unwritten rules and etiquette related to job searching

= =4 A4 -4 -

Get comfortable fibraggingd about yourse

1 Master the art of networking

In the military

There is no need to explain or translate the skills you possrss\OS, Rating,

or AFSC largely speaks for itself, as do the performance evaluations you have
received inyour current or previous position

When transitioning to a civilian workplace

Utilize the information throughout this guide to learn:

1 How hiring decision makers think

1 How to translate your military experience into terms that civilian hiring
decision makers will understand and recognize asatédito their business



You may have to dispel stereotypes that employenany of whom have had no
direct contact wittfService memberor Veteran§ may have about Veterans,
including:

T AVeterans wnyl essofofmali wobok culture. o
T AMiI | ietrasroynnpel are rigid and |l ack creatiyv
T ATheir only |l eadership approach is gi Vi

T A" Most Veterans suffer from PTSD/TBI . 0

Develop stories you can share during networking conversations and job
interviews about how you have:

1 Quickly integrated, andleveloped good working relationships with team
members, when joining new units

1 Improvised and innovated to meet unpredictable challenges

Motivated, coached, guided, and supported team members using a
collaborative leadership style

1 Overcome injuries, idabilities, or personal setbacks

In the military
Reassignment to a new unit or duty location can be stressful, but it is a fairly
predictable, structured experience.

When transitioning to a civilian workplace

A civilian job search is often loaded witimcertainty; you rarely know how long

it will take to find a job, if you will find a job, or what kind of job you will be able
to find and at what pay rate.

Consider temporary employment options or volunteering if you become stuck.

In the military

You arelikely to have much in common with virtually anyone in your branch of
service, including common training experiences, previous assignments and tours
of duty in the same locations or military units, jargon, and even what constitutes
appropriate humor.

Thereare clear rules for interacting with people above and bgtaw rank.

You are used to giving and receiving respect, especially if you are in a leadership
position.

You are frequently expected to exercise initiative and make decisions, especially
in the face of fasthanging circumstances or a crisis situation.



In a civilian workplace
It may take time to understand and fit int
workplace, so make an effort to:

1 Develop informal relationships with your-eeorkers, with wiom you may
have little in common

1 Learn how and when yaare expectedr allowed to exercise initiative

Discover the formal or unwritten rules for interacting with superiors or
subordinates

1 Adjust to not being in a position of authority and respect, iflyee gone
from being an NCO or officer to working in a position without any
leadership responsibilities

In the military
Thanks to frequent moves and reassignments, teams or workgroups quickly
welcome and integrate new members.

Teamwork and collaboratiomeaa core element gbur work.

When you transition to a civilian workplace

In some workplaces, you and yourworkers may be competing for a limited

number of promotion opportunities. This can discourage cooperation or sharing of

information and resoues. You may need to model the behavior you would like

to see in the workplace. Adopt a fAgive bef
and routinely offer to lend a hand to assist them when they are struggling to

complete their tasks.

In the military
If you are seeking to advance or acquire new skills, you can usually find someone
willing and qualified to serve as a mentor.

When you transition to a civilian workplace

Mentoring and informal job coaching is rare in many workplaces, so you may
need to:

i Take chage of your professional development.

1 Let your supervisor know that you would like to be considered for any
formal training opportunities



In the military

The fAsafety net
usually go on i
during duty hours.

O you enjoy extends into yo
sick call ,rélatedmaiterof t en atten

When you transition to a civilian workplace
You typically have to take paid or paid time off to visit a health care provider
during normal working hours, so you may need to:

1 Build up a supply of vacation, personal, or sick time for genuine
emergencies before taking any for personal enjoyment or minor issues.

1 Locate health care pralers and other service providers who are accessible
or offer appointments during nemorking hours. Urgent Care facilities, for
example, are typically open in the evenings and on weekends.

In the military
You have made a start on your military career, mag have already received one
or more promotions and pay raises.

There is a clear path to promotion and advancement (in fact, it is an expectation
that everyone will move up in rank over time).

You can count on periodic pay raises.

When you transition to a civilian workplace

You may be back at the starting line when transitioning to a civilian career, and

may have to play fAcatch upo with civilian
the start of your civilian career.

Many civilian jobs do not hava clear path to advancement, and automatic pay
raises based on time in the position are rare. So you may need to:

91 Ask about both vertical and lateral paths for advancement within the
organizations you are considering joining during the job search process.

1 Position yourself for advancement by maintaining a record of your
accomplishments and being prepared to discuss the contributions you have
made when meeting with your supervisor for formal or informal
performance reviews.



In the military

Military pay and benefits are relatively generous. The pay rate for an E3 with
between two and three years of service is equivalent to a wage of $11.00 / hour.
Add the value of free housing and meals (or BAS and BAH) and health care, and
the value of totatompensation approaches $20 an hour.

When you transition to a civilian workplace

You may have to take a significant cut in pay and benefits, especially if you are
starting over and find yourself entering the civilian job market in an entry level
position so you may need to:

1 Attempt to become delfitee by the time you separate from service.

91 Scale back your discretionary spending now to get used to life at a lower
income, and to establish a nest egg for emergencies.

In the military

You typically have convenient access to a wide range of services (many of them
free toyoursef and family members): health care, personal and financial
counseling, educational programs, legal advacel others.

When you transition to a civilian workplace
You may have to learn how to locate and select (and pay for) these services.

Begin now to research service providers online and by consulting friends and
family in the location you intend to move to after separating from service.

When you becomeemplaye ask your new organi zationods
department for recommendations or lists of service providers.



How civilian organizations may be structured

If you target a large civilian organization for employment as you transition from
the military, you are likely to find that that they structuredfunctional
departments, bRivisions, or as aviatrix .

Eachtype of organization offers a different mix of opportunities for its
employees, and the following information may come in handy when you are
deciding if you want to work for a particular business as you make the transition
to a civilian workplace.

In an organizatiostructuredalongFunctional lines, each functioin for example,
research and development, production, marketing, human resources, andifinance
is housed in its own department.

The organizational chart for a technology products company structured by
function might look like this:

CEO
Production Marketing R&D HR
i Hiring Benefits
Computers Moplle Software
Devices

Functional Organization

If you work in an organization structured by functions, your supervisors and co
workers in your department or work unit will probably share your occupational
skills sets and interests. There is a good chance you will remain within your
department for mogdr all of your career, and the path to promotions may be well
defined. A high value is placed on specialization, and you are likely to have many
opportunities to learn and hone your functional skills.

However, when working within a functional departmehneére is a risk that you

may unconsciously adoph independemhindset and lose touch with the people

in the other departments within the organization that you serve or rely upon. This
can prevent you from adding as much value to the organization @se/capable
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of delivering. Moreover, there may be fewer opportunities for promotion,
especially as you near the top of the ladder.

In organizations that have adopteDigisional structure, staff and resources are
grouped into separate departments whtht are responsible for different products,
or different types of customers (businesses versus consumers, for example), or
different geographic regions (North America, Europe, Asia, and so on).

If the same technology company was structuredibigions its organizational
chart might look like this.

CEO
ComputerDivision Mobile Devics SoftwareDivision
R&D R&D R&D
I [ I
Production Production Production
I [ I
Marketing Marketing Marketing
I [ I
HR HR HR

DivisionalOrganization

If you work for a company organized by divisions, you will have more
opportunity to interact with and learn fromemrkers outside of your

occupational specialty and the paths to promotion may be widest for those who
acquire the skills and experience negdo become a generalist.

11



A Matrix organization attempts to capture the advantages of both the Functional
and Divisional approaches by assigning people from different functional
departments to a single division, either temporarily (for the duratiarspécific
project, for example) or on a longerm basis.

The primary drawback to working in a matrix organization is that you will have,

in effect two bosses. Companies that have adopted the matrix approach attempt to

ensure that employees are notagivconflicting guidance or responsibilities by

their functional supervisor and their divisional or operational supervisor.

However, if you work in a matrix organization, you may need to take the initiative

and routinely communi sabé wbmmahdthtof pyeu
resolve confusion or conflicting guidance, and to clarify how your performance

will be evaluated.

CEO
l

| |
R&D Production Marketing HR

| |
Computes |---| Staff |[----- Staff [-————1 Staff F=---1 Staff
Mobile |- __| staff |----- Staff [-----1 Staff |----1 Staff

Devices

Software [--1 Staff |----- Staff [~~~ Staff ----+ Staff

Matrix Organization

12



Insidetheemp | oy emd s

When it comes to getting a job, the most powerful thing you can do is to persuade
prospective employers that you will add significant value to their organization.

To do this,youneed to be able to translateur military skills, experiences, and
accomplshments into terms so that a civilian hiring decision maker who is
unfamiliar with the militarywill easily understand and quickly recognize you as
being valuable to his or her organization.

In order to make this translatioygu need to appreciate how business decision
makers think and the language that they speak.

The table beloviists some of the key results or impacts that most business
decision makers caabout organized intdour broad areas that are critical to the
suacess of most organizations:

Attracting and retaining more customers

Think about the expectations of others

Increasing operational excellence

Think about what it takes for your unit to become the best

Boosting the performance of team members or employees

Think about what it takes for those around you to be their best

| mproving the organizationds strategy

=4 =4 A4 4 A4 -4 A5 -2

Think about what you have done that has helped other make decisions

Use thistableto begin identifying ways yohavemade a difference in your
previousmilitary assignments or civilian jobs, and by extension how that
experience will enable you to contribute

Review the examples on the next page for ideas on how to begin translating your
past experience into a langigaemployers care about.

13
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Contribution Statement Examples

Impacts hiring decision
makers care about

How you havedelivered results in these areas in
the past, and/or how you can deliver them in the
future

Quickly solve problems,
and then preverihem
from occurring again

When conducting After Action Reviews | focus ¢
the root causes of problems rather than searchi
for someone to blame. As a result, | ensioe
only make a particular mistake one time, and th
you can accurately identify and address any
operational weaknesses.

Improve safety and reducg
accidents

Having spent time on rifle ranges, handled
hazardous materials, and worked around dange
equipment, | understand how to develop,
disseminate, and implement safety guidelines th
virtually eliminate accidents or injuries.

Increase the reliable
operaion of equipment,
reducing breakdowns and
expensive repairs

By inspecting and maintaining equipment before
during, and after an operation, | eliminate
unexpected breakdowns and prevent the need f
expensive repairs.

Nurture teamwork and
collaboratia that allow
staff to achieve things
together that would be
impossible fothemto
accomplish individually

| make sure all the members of my team
understand how the tasks they perform will imp4
their coworkers and other units or departments |
dependbn us. Once they understand why and hg
their role is important, they stay motivated and
collaborate more effectively with others.

Analyze and select from
among competing courses
of action

| have learned to quickly generate several possi
courses of etion, evaluate them to spot the
strengths and advantages, as well as the
weaknesses in each course of action, and then
develop an action plan around the most promisi
one.

14



Exercise: Speakingare mp |l oy er 6 s

anguage

Wi

t h

Impacts hiring decision
makers care about

How you havedelivered results in these areas in
the past, and/or how you can deliver them in the

future

Attract and keep more customers

l denti fy cli
customerso u
poorly-met needs, ands
yetunrecognized needs
that represent opportunitig
for the business

Expand or diversify the
organi zation
customer base

Ensure that current and
prospective customers
choose he c¢comp a
products or services over
those of its competitors

Increase customer loyalty
by consistently delivering
customer interactions that
are efficient, convenient,
pleasant, and respectful

Develop, test, and evaluat
new products and services
at least as quickly as
competitors

15
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Impacts hiring decision | How you havedelivered results in these areas in
makers care about the past, and/or how you can deliver them in the
future

Increase operational excellence

Improve the ability to
improvise and the
capability to handle
unexpected developments

Identify and evaluate risks
the company faces, and
develop and implement
measures to reduce,
control, or manage those
risks

Improve safety and reducg
accidents

Increase the reliable
operation of equipment,
reducing breakdowns and
expensive repairs

Ensure compliance with
legal, environmental, and
other regulatory
requirements

16



Impacts hiring decision | How you havedelivered results in these areas in
makers care about the past, and/or how you can deliver them in the
future

Boost team member perbrmance

Lead, manage, supervise,
and support team membe
in ways that boost morale
motivation, and
commitment, unlodikg
everyoneobs d
effort

Crosstrain employees so
that they can pinch hit for
each other whenecessary

Increase the effectiveness
focus, and application of
formal training, sel
directed learning
opportunities, informal
coaching, and mentoring

Nurture team work and
collaboration that allow
teams to achieve things
together that would be
impossible for people to
accomplish individually

17



Impacts hiring decision
makers care about

How you havedelivered results in these areas in
the past, and/or how you can deliver them in the
future

| mprove the Organi zati (

Improve planning in terms
of speed, accuracy, and
comprehensiveness

Analyze data, identify
emerging trends, and
understand those trends it
order to turn them to the
companyb6s ad

Analyze and select from
competing courses of
action

Develop and evaluate
innovative approaches to
performing essential tasks

Evaluate and incorporate
lessons learned into new
rounds of stragic
planning

18



The two personalpriorities most hiring decision makers have

In addition to theorganizationalpriorities listed above, the people involved in the
hiring process also hawedividual needs that are at leas important as the
organizational issues.

At some point during the hiring process, you should let hiring decision makers
know that the answer to each of the following questiofisYse s . 0

1 Will you reduce the number and severity of hasiiegmust deal
with? Will you avoid being the reason thheylose sleep at night,
or worry about problems at work over the weekend?

1 Will you be reliable? Will you show up to work on time every day,
in a condition to do your best? If you have an unexpected
emergency or illness that prevents you from coming in, will you let
themknow as soon as possible?

1 Will you be a team player? Will you treat-emrkers, customers
and the public fairly and with respedEtployers do novant to
worry that yowwill be the ause of friction, disruption,
discrimination or sexual harassment charges, customer complaints,
or ethical issues.

1 Are you willing and able to learn about the cultur¢hi@ new
workplace, and then do yobest to fit in?

1 Will you makethemlook good in front otheirboss? Are you
willing and able to understand the metrics by whjohr team or
department is judged and then hgdur supervisoand your ce
workers achieve them?

Some examples of ways you can reassure hiring decision nta&egouwill
support their personal success agenda:

AFor the past three years | showed up e
training; arriving at 6 am for the start of yodtdroduction shift will be a
snap for me. o

Al transf er r eidestindhe pastw years, and klearhad hosv  t
to quickly integrate myself with my new

AEach time new supervisors were assigne
them and discussed their expectations and priorities and how | could best
support them. o

19



Who are your customers?

At first glance, the notionthgbuhave a fAcustomer o may seem O
the military, but there is always someone who benefits from the yasks

perform, from the products or serviogsu provide, or the informatiogou

produce and deliver. Embracing a custoimeented mindset is a key element of

transitioning to a civilian workplace, since the purpose of virtually every job in a

business is to satisfy a need of an external customer (someone who purchases or
usesthecomanydés products or services) or an in
the company who will benefit from the work you will perform).

It may take a little creative thinking grour part to identify the customeysu
havehad in the military, but her@etwo questiors that can helptf youdid NOT
performyour assigned tasks, who would be negatively affedfda® does benefit
when you perform your task?

If youwork in a mail room, a supply facility, or an ammunition degour
customers are the people who receive the letters and pagkaga®cess, or the
people who use the fuel, equipment, ammunition or other gamdssue.

If youwork in a personnel or finance officgur customers are ttgervice
membes who get pal on time, whose filegou maintain, and who contagbu
when they need help resolving a problem.

If youwork in health care facilities, from a sick bay or medidialic to a major
hospital,your clients are patients and their family members.

If youwork as assistants ofanyrahk r om an enl i sted chapl ai nos
Executive Officer of a major command or shipur client is the superior officer
or NCO whose succegsu support.

If youwork in a maintenance shogur customers are ttf&ervie membeswho
drive, pilot, operate, utilize, or otherwise benefit from the vehicles, aircraft,
weapons systems, or other equipmgnt maintain.

Your customers are also the people for wham prepare reports,
recommendations, intelligence updates, brg, or budgets, and they are the
people who use the Standard Operating Proced8f@B)you develop.

Sometimesyour customers are members of the pujadia interact with or
protect.

If you are a ramber of an infantry squad or the crew of a bomber or aabip,
Acl i ent s oyoarfellow Soidiers, Marides, Airmen, and Sailors who
rely onyouto doyour job correctly every time, all the time.

20



Paths to employment

The second thingou shoud learn about employers is how they prefer to hire new
employees. Developing a successful job search strategy is easier if you can align
your efforts to match each of these approaches.

Employers may:

1 Formally advertise a vacant
position, review job applications
and/or resumes, interview a number
of qualified candidates, and select
the one they hope will be the
successful employee.

How Hiring Occurs

Advertised
Vacant
Positions

1 Seach for taleninformally to fill a
vacant position, by asking people
they know and trust if they can
recommend anyone for a current o
anticipated vacant positioBy
being open to meeting with and
talking to job seekers who approach
them directly, or byoticing
outstanding people who currently
work for another business and
asking them to consider joinirigeir
company.

Unadvertised
Employment
Opportunities

acl f
I A NS

T Pursue dAtalent hiring, o0 which involves

even if they haveotgot a specific vacancy to fill.

Some orgnizations, including the federal and state governments and large
corporations, do much or all of their hiring by advertising their vacancies, online
or in print.

Many smaller businesses prefer to hire informally.

It isimpossible to calculate the exgercentages of people hired using each of
these three approaches, but most career specialists estimate that between 25 and
40 percent of jobs are filled through the formal process of advertising a vacancy.
That means between 60 and 75 percent of suctgsisfseekers travel the

informal path to employment. Talent Hiring probably accounts for 3 to 5 percent
of hiring.

Most job seekers spend the bulk of their time and energy searching and applying
for the advertised | ob vogythabhusualey sneafisa n d
searching internet job boards or the
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it isimportant to understand how to pursue job opportunities along all paths to
employment.

Compete for advertised vacancies

At firstglance this £ams likethemost I@icd, themostefficient, and the easiest
approad to job arding, and youwill probably want to invest someof yourtime
and energy pursuing this stategy. However.

1 The supply of advertised positions is much smaller than thesigpaly of
potential positions, typically no more than 25 to 40 percent of the total.

1 The odds that a position within commuting range that closely matches your
particular skill set or occupation will be advertised at the same time that
you arelaunching youjob search may be slim.

1 There is often a great deal of competition for an advertised job, especially
if it is an attractive position. The other job applicants may either a) match
the listed requirements more closely or b) be more clever at writing
resumes and cover letters, or ¢) be more polished when it comes to
interviewing.

1 A larger business that expects to attract many applicants will use software
or an Applicant Tracking System (ATS) to quickly screen out all but a
handful of the resumes it receives, your information may never be seen
by a human.

1 If you have been unemployed for more than six months, some employers
will eliminate your application from the pool.

Key tasks when ompeting for advertised vacancies

a) ldentify all of the alvertisedopeningswithin commuting distance of the
location you plan to move to when ytansition from the military

1 Search job boards, including the jobs bank available on your state
American Job Centersystem, the job listingsn the Veterans
Employment Centerandon usgobs,gov.

Search th€areerstab on empyer websites.

SearchNational Labor Exchange (NLXx)- http://us.jobs/index.asp The
National Labor Exchange (NLx) is a pubjcivate partnership sponsored
by the NationaAssociation of State Workforce Agencies (NASWA).

0 The NLx collects job openings only from three types of sources:
corporate job sites, state job banks, and USAjobs.gov

o0 The NLx indexes and refreshes job feeds daily
0 The NLx staff validates each participatiamployer

1 Noticelocal Now Hiring or Help Wanted signsas you travelaround town
and scan ewspaper help wanted @s.
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b) Make a stronghe casehat yau are the bestcandidate.

T

Learn as much as possible about the vacant position and company. Focus
on thechallenges related to both the position and the business.

Develop a compelling application package.

o Customize your cover letter and resume. Emphasize pcsdiated
technical or taskelated skills, knowledge, traits, and certifications.

0 Incorporate rievant SituationTask Actioni Result(STAR) statements
(coveredater).

0 Stress what you can do in the future for the employer, and focus less on
what you havelonein thepast.

Deliver your cover letter and resume or equivalent information as
instructedIncreasingly, this will mean submittingit eledronically. You
might beasked to:

0 Attad yourresumess aMicrosdt Word, Rich Text Format (RTF), or
PDFfile.

o Copy and pastetheresumanto thebody of an email.

o Copy and pasteportions oftheresumento the appropriate sections of
an online application form.

Consider adding keywords that an Applicant Tracking System might screen
for.

Anticipate and practice answering interview questions. Incorporate relevant
details, examples, and STAR statements whewenisg the most common
interview questions.

Pursue unadvertised openings

Many employers, espedally small er busiresss, try to fill vacancies withaut
postingthem on the inémet or running awant ad in thenewspaper. They may
recave dozens ohundreds ofapplications orresums when they advertisea
position.

Reviewing the applicaions, ®leding themost pomisingjob candidates, and
conducting interviews can absab an enormousamount oftime and distad
owners or managers in small firfmem runningtheir busiress.Moreover this
conventional approach to hiring is notan especially accurate way to identify the
person who will bemost secesgul on thejob, sirce writing resume and
interviewing normallyinvolve a diff erent st of skills than thejob adually
requires.
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Therefore,employers will often try first to fill vacancies by tapping into their
persordl, sccial, busiress, orprofessioral networks, or by asking their current
employees and otler people they knowto recommend people for aneaming.

There are several advantages to pusuing unadvertised vacancies:

1 There is less competition for the opening.

1 There is a greater likelihood that your application materials will be read
and considered by a hiring decision maker.

1 There is a greatdikelihood of getting an interview, and this is whéne
real oppatunity to sl yourself to an employer occurs.

There are severalways tofind uredvertised jobs:

1 You lean through your persordl, sccial, or work-related networks that a
business tas an unadvertised vacancy. Idedly, theperson who élls you
about theopening can reer or recommend youto hiring decision mekersin
thebusiress,and/or passyour cover letter and resumeon to them.

1 You visit, call, or email the right individual in abusiress, povidethem
with atargeted copy of yourresume or fill out an appliceion, and hope
they either have avacancy now orsoon will. Somdirms,espedally those
with high turnover in positions tlat do not require speciali zed skills are in
continuous hiring mode arade willing to interview and hire promising
candidates on an ongoing basis.

Key tasks whenpursuing unadvertised openings

a)

b)

Identify your existing persanal, satial and work-related networks, expand
them, or build new ones, and thenfideputized everyone in your networkgo
help youfind ajob. On Day 2ye will explore ideas for building and
leveraging your job search network, including suggestori®ow to ask
people for help.

Make aneducated guessthat a particular businessmight be seeking new hires.
Look for companies that are busy, growing, or that seem to have high turnover,
and thet have positionsfor which you fed you would begualified.

Learn asmuch aspossble about the vacant position and company. Talk to any
contads whoknow about theposition

Try to arange for informational interviews with one or more peopleinsidethe
busiress.

Develop a compelli ng gopli cation package.

1 Customize your cover letter and resume. Emphasize posdiated
technical or taskelated skills, knowledge, traits, and certifications.

1 Incorporate relevant Situatibmask Actioni Resuls (STAR) statements.
i Stress what you can do in the future, noatwou have done in the past.
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f) ldentify one or more hiring deasion makers inthe business.Conduct research
via your network, employer web sites, ora phonecall to thebusiress.

g) Get copies of yar cover letter and resumento the hands of those ndividuals.
1 Déliverit persordly.
1 Mail or email it.
1 Ask soneonetrusied by thehiring dedsion mekers to deliver it to them.

h) Follow up and prepare for further contacerify that the hiring decision
makers have reagbur matenals, and thenask for aninformal conversation
(not a formal job interview)

i) Anticipate and practice answering thequestions the hiring decision maker is
likely to askwith relevant details, examples, and accomplishmengtatements.

Pursue a ATalent Hireodo opportunity
In some cases, you may be able to persuade a hiring decision maker who is not
consciously seeking to fill a vacancy to hire you anyway, because you will add
significant value to their business. Thgproad is ugd by job see&ers when:

1 They are unable to discover any acceptable advertised or unadvertised job
vacancies.

1 They have agood unerstandingof their skills and they know how hey can
apply their knowledge, skills, and traits to contributeto thebusiress in a
meaningful way.

There are several ways you can add value and meke the busiress,and the
individual hiring decision maker one successul:

Subgitute

You may be able to perform thework currently being doneby another employee
who hes uniqueor advanced skills, thusreang that person up to danore of that
work. A commonexample: A newly-hired administative assisant who randles
routinework, thusenabling sales peopleto spend mae time cdling on prospeds
and current custornrers, or supivisors and managers to sgnd maetime leading,
guiding, and motiwating their teams.

Add new skills

Your skills and abiliti es may pemmit abusiress to impove operations in ways thet
boost poductivity, reduce costs, orotherwise impove profitability and/or growth.
For example, you mayakie the skills to help a company impveits safety
record, train employees mae quickly on rew skills, orcrede orimprovethe
functionality of the marketing portion of its website.
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Upgrade the general quality of the e mp | voogkonced s

Your trak record in areas sich as reliability, teamwork, fast learning, leadership

and problem-solving persuade the companyo fiHire for attitude and aptitude;

Tranthes ki | | s. 0 Many businesses are always on
build their bench strength.

Key tasks when pursingtalent hire opportunities

a) Expand and leverage your personal, social, and Anedeted networkdJse
your contacts to learas mwch asyou can about lacal businesses and the
chall enges they face. These chall enges includeboth the poblems they are
trying to solveand theoppatunities they are pursuing.

b) Do online research and informational interviewing. Both will aid you in
learning about employers that can use your skills.

c) Develop a cold contact systefontact people who are not in your network to
idertify and arangefor same facetime with hiring decsion make's at each
budness youargd.

d) ldentify ways hatthe contributionsyou canmaketo the business will exceed
thetotal costs of employing you.

Entrepreneurship as a path to employment

This is an option that many Veterans choose. The US Small Business
Administration (SBA) estimates that 20 percent of Veterans are actively pursuing
business ownership. The SBA notes that although Veterans comprise about 6
percent of the US population, thegpresent nearly 15 percent of business owners.

This makes sense when you consider that there is a significant overlap between
the characteristics of a successful entreprénéemdership, resiliency,
perseverance, and passion or commitment to achievinigsio® and the traits

you may have acquired in the military.

Starting or purchasing a business or partnering in a smatugtadn help you:

1 Enjoy a greater degree of autonomy and control over your life, including
the ability to balance work arlidle in ways that make most sense to you.

1 Pursue an idea that is important to you, perhaps by creating a new product
or service that meets an unmet need, or by targeting an underserved
market.

1 Pursue greater financial success than may be possible whiengvimr
someone else.

However, entrepreneurship also involves an array of challenges and risks, and you
should be aware of these as you make a decision about pursuing this path.
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To begin learning more about the opportunities and challenges of business
ownership, ask your Transition Coordinator about the dagEntrepreneurship

Track of the Transition Assistance Program. Subject matter experts from the
SBA and its network of partners will cover business fundamentals and techniques
for evaluating the fedsility of business concepts you may be considering.

AmeriCorps and volunteer service

Volunteer service can be valuable for your transition into civilian life. Ifgrou

your spouseare unemployed and looking for a job, volunteering will help

improve youremployment prospects and stay engaged in your job field and
community. Research shows that volunteering incr
finding a job by 27 percent nationwide and volunteers in rural communities have
a 55 percent higher chance of finglia job. This is becauselunteering helps

you build your resume experience and job network, which can lead to
employment opportunities. Consider choosing a volunteer opportunity based on
your skills, experience, and employment objectives. If you dbaee the
experience or network connections for the job you want, look for a volunteer
opportunity that offers a chance to gain new skills and connections. Lastly,
volunteering is valuable in its own rightyou can give back to your community
and helpmportant causes.

AmeriCorps isaservice organization where people of all ages help solve tough
community challenges while gaining job skills or experiences in a new career by
expanding social networks and gaining deeper connection to the community.

AmeriCorps members receive a flexible education award that complements your
Gl Bill benefits, and fultime members receive a modest living allowance, health
care benefits, and childcare assistance. Nearly 400 employers nationwide,
including corporations and $éand local governments are Employers of National
Servicel employers that prioritize hiring AmeriCorps alumni. Some AmeriCorps
members can also be eligible for direct hiring into federal government service.

For more information, visitvww.AmeriCorps.gov/veterans, to find an
AmeriCorps position in your community and see profiles of Veterans who served
in AmeriCorps.
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Impact of Education on Employment and Earning Potential

Generally, the employment rategeeaterfor those with higher levels of

educational attainmenfdults with a bachelor's degree earned more than twice as
much as those without a high school credential, 62 percent more than adult high
school completersna 29 percent more than associate's degree holders.

Transitioning Service members will have the option of learning more about
expanding education opportunities by selecting one or morelayaondividual
Training Tracks aligned with their personal goalscéssing Higher Education
and Career Technical Training.

Accessing Higher Education Track

The Accessing Higher Education track is for those pursuing higher education. It
assists Service members in identifying the education requirements that support
their personal goals. This track focuses on topics such as how to achieve academic
success, how to research and compare institutions, and how to finance higher
education. After completing the Accessing Higher Education Track, Service
members will be prepared tomplete an application to an accredited institution,
schedule a session with a counselor from an academic institution, or meet
individually with education counselors, as needed.

Career Technical Training Track

Service members pursuing career technicahingiwill receive guidance and

help in selecting technical training schools and technical fields. After completing
the Career Technical Training Track, Service members will be prepared to
complete an application to an accredited career technical traistityifion,

schedule a session with a counselor from a career tectmaic@hg institution, or
meet individually with career technical training experts and VA vocational
education counselors, as applicable.
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Section 2: Identify Your Skills and Values

In this section you will have an opportunity to apply the second principle of
getting a job: Identify the skills you can offer an employer.

Transferable Skills Inventory

Earlieryoulooked at the issues that hiring decision makers congigeErtant
when selecting employeds this section you will have an opportunity to reflect
on your past experience and identifg transferable skills that you can utilize in
a variety of positions, occupations, and workplaces.

As you anayze your skills, do not justhink aboutthejob titles you have held;
think about the sgific tasksyou did oneac job.

When you are dore, compae your kills with the skills required in thejobs that
interestyou. This wil enable you to undestand howwvell you qualify for a
posiion. Also, you will learnwhat additonal training or experience you reed.

Exercise Begin Your Transferable Skills Inventory

Step 1: Rea the SKIs column andrate al the skillsthat you posess.

Step 2: Skip overskills that you donot posess.

Step 3: If you have skills that @e notlisted, add them to the inventory.

Step 4:Select several skills on the list and create STAR statements for them.
Compeeéncy Rating:

1 =Very compdent, 2 =Moderately competent, 3 =Somewnhat compeent;
4 = Not competent

Skills Rating

Adapt to change

Administer programs

Advise people/peers/job seekers

Arrange meetings/events/training programs

Assemble apparatwesjuipment

Audit financial records/accounts payable

Coach team members

Communicate with others/groups
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Skills

Rating

Compile statistics/survey data

Confront people/difficult issues

Construct buildings

Control costs

Counsel subordinates

Create new programs/internet sites/data system

Delegate authority

Develop or revisenstructional materials

Direct administrative staff/projects

Dispense medication/information

Establish objectives/guidelines/policies

Evaluate programs/solutions/instructors/peers/students

lllustrate storyboards/concepts/print

Handle detailed wrk/data/complaints/toxins

Improve maintenance schedule/systems

Improvise action

Implement registration system/new programs

Install software/plumbing or electrical systems/parts

Initiate production/changes/improvements

Interpret languages/nelaws/schematics/codes

Interview people/new employees

Investigate problems/violations/fraud

Maintain transportation fleet/aircraft/diesel engines

Manage an organization/a mail room/a retail store

Market products/services/programs

Negotiatecontracts/sales/ disputes

Operate vehicles or equipment
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Skills

Rating

Persuade others/customers

Plan agendas/conferences

Prepare reports/meals/presentations

Program computers

Protect property/people

Purchase equipment/supplies/services

Repair equipmentems/mechanical devices

Set goals/objectives

Supervise others

Train others

Write or edit publicatios/proposals/technical
documentdrideos
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Select several of the skills for which you gave yourself a Very Competent rating
and think of situations in which you used the skill to achieve significant results.
The STAR Method helps you descrihé terms an employer will understand

and appreciate howyou have used the skills to deliver results.

The STAR Method

SO Situation: The context you were operating in, include thg
challenge or opportunity you faced

Td Task: The mission or objective you were given, the
objective or project you were assigned, or the idea you wer
trying to act on

Ad Action: The steps you took or the approach you used tg
complete the tasks

Rd Results: The impact you had, the difference yoads, the
benefits you generated, the befaredafter changes you
created

Translating military terminology into civilian terms for STAR

One of the easiest ways to help employers understand your military experience is
to substitute civilian equivalents for military terms, titles, ranks and acronyms in
your STAR statements and later in resumes and interviewing. Here are examples
and ideas foaccomplishing this.
Terms and acronyms

Military: Possible Civilian Titles:

NCOIC, Watch Captair ... _ .
: Y Supervisor, Manager, Coordinator
Petty Officer of the Watc Hpervi g I

Commander, Chi¢ Y Division Head, Director, Senior Manager
Executive Officer (XO Y Deputy Director, Assistant Manager
Action Officer (AO) Y Analyst (or Senior Analyst if applicable)
TDY/TAD Y business travel
PCSY relocation
OER/NCOEFY performance appraisal
MOS/MOCY career field

Commande Y supervised, directed

33



Battalion, Unit,Platoor Y organization, agency, department
Mission Y responsibility, task, objective, job
Combat/Wa Y hazardous conditions, conflict
Headquarter Y headquarters, corporate office
Subordinate Y employees, cavorkers

employeesco-workers, colleagues,

Service membea Y o
personnel, individuals

Military Personnel Office (MILPC ¥ personnel office
Personnel Action Center (PA P

Regulation: Y guidance, policy, instructions
ReconnaissantY data collection, survey, analysis

organizational structure,

TDA/MTOE Y .
material resources, manpower

Sample STAR statement
Skill: Training
Situation: My unit received new portable generators

Task: | was tasked with ensuring team members were able to follow new
maintenance procedures

Action: Conducted handsn training

Result: Team members achieved 95% pass rate on first proficiency test. 100% on
re-test.

STAR Statement: After my unit was issued a new model of portable generators,

| was given the mission of ensuring team members were able maintain them. |
trained team members on maintenance procedures. They achieved a 95% pass rate
on the first proficiency test and 100% the retest.

STAR Statement converted to bullet pointDesignedand deliveredyenerator
technical trainingresulting in 100% mastery of skills by trainees.
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Additional examples

When my unit was alerted for an overseas deployment, | was tasked with
developing a load plan for all unit equipment. After intensive coordination over a
two-month period with airlift and sealift staff, | developed a plan that enabled all
of our equipment to arrive on schedule in operational condition.

STAR Statement converte to bullet point: Developed plans thahsured
timely and damagdree transportation by air and sea.

Tasked with devising a solution to rising costs and errors that were negatively
impacting our clients, | introduced a quality control program that edals¢o
generate $10,000 in savings and reduced errors by 50%.

STAR Statement converted to bullet point Implemented quality control
program that generated $10,000 in savings and a 50% reduction in errors.

Your STAR Statements

1% Skill:
Situation:
Task:
Action:

Result:

STAR Statement:

STAR Statement converted to bullet point:
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2nd Skill:
Situation:
Task:
Action:
Result:

STAR Statement:

STAR Statement converted to bullet point:

3rd Skill:
Situation:
Task:
Action:

Result:

STAR Statement:

STAR Statement converted to bullet point:
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Update your ITP

In Section 1IV: Employmentse the Skills Inventory and the STAR statements
you have begun to develop to updateghsections labeled

1 Identify your prdessional skills

1 Identify your personal strengths and attributes
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Creating an Employment History Outline

In addition to understanding the paths to employment and your transferrable skills
and accomplishments, you also need to have a comprehensive list of every job
you have ever worked. This list, which is called your Employment History

Outline, will be the bsis of your master resume. We will discuss the master
resume in Section 5.

In school when you write a research paper, you often begin with an outline. An
outline can help you organize your thoughts before you spend hours writing the
full document. With amutline, you can quickly see how your main ideas flow

into one another and how you can logically group thoughts and ideas in order to
make the most compelling case. Outlines are the ultimate organizational tool for
writing anything from research papersésumes. Your employment history

outline is the document you will use as you create master resumes and targeted
resumes. It will help you as you figure out the most effective way to discuss your
work history and market yourself and your skills to a prospe employer.

The employment history outline is easy: you simply need a comprehensive list of
all of your jobs, the employer and the dates. Over the next several weeks, you can
refer to this outline to help you continue identifying skills and accompésitsn

In Section 5, you will use this outline as you begin to write a targeted resume. It
will be a helpful tool when you decide the most effective way to group your
previous military positions in order to make the most compelling case for a
prospective eployer.

In your employmenhistoryoutline, you need to capture each job or job title, the
employer, and the dates (by month and year) that you held that job. Choose a
format that works for you, but consider something like this:

Customer Service Represative, Advance Cellular, June 2020xx

Wheeled Vehicle Mechanic, U.S. Army, 2020xx, March 20xx July 20xx
Executive Officer, U.S. Navy, November 20x&eptember 20xx
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Employment History Outline
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Job Values

It is importantin the earlystage of ajob search to identify workelated factors
that are important to yostudies hare demonstated tret without a secessful
match, peopleare more likely to change jobs often or experience aless-than-
optimal quality of life. Thisis probematicfor employees as well asemployers.

This fdion includes several techniques foridenifying work-related values and
preferences, including themain factors (job, location or money) that motivate

you. Doing so will help you focus your job search on the positions and employers
that will provide you with the most satisfying career.

Work Preferences

In addition to your skills andexperience, your personal preferences alout wheat
youwant to doare critical in your job search. If you think about wet kind of
work you prefer before beginning your job arch, you will have a better idea of
which jobs to purse Youwill also bebetter prepared for interviews, competing
applications,and developing your resume.

Thefollowing questions will helpyou identfy your work preferences. Read eat
guestion and mak theanswer thatbest desribes your preference.

1. I enjoyworking with:
1 data (informationideas, words, numbers)
1 people
1 things (machines, equipment, animals)

2. | prefer working:
1 indoors

9 outdoors

 some ingdeand someoutsde

3. lwant towork for a company:
91 with less than 100 employees

1 with 100 to 500 employees
1 with 500 or moreemployees
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4. |would liketowork in a:
1 large city

1 medium size city
M town or suburban area

M small town or rural area

5. lprefer a job that involves:
1 alot of travel

1 some travel

1 no travel

6. Which of your pastjobsdid you likeleag? Why?

7.Which of your pastjobs did you like best? Why?

8. What kind of job would you do if you could chooseany job you wanted?

9. What kind of training would you like to have, if any?

10.Why did you chooseyour previousfield of work?

11.What type of employer culture will align with your personality? (e.g.
corporate responsibility, virtual teams, authoritative structure, flat
structure)
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Look ower your respongs on thissurvey. Write your wak prefererces belav.
This sunmary will help you clarify which work preferences ae mostimportant to
you.

Example

| prefer ajob where | work:
1 With people
1 Inside and outside
1 Full time
1 Inasmall city

| prefer ajob wherel:
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Work Values

Having been in the military, you may be used structured environment and
certain values in the workplace. You will need to make sure the values you have
match the company and position you are pursuing.

Followingis a list of wak values foryou to consleras you begin your job
seach. Rde eachitem onthesale kelow. Then eview your listto see which
itemsyou feel most stromgly abou. Pay closeattenion tothe Ist asyou setyour
goals. Your values relate direty to theworking conditionsin each comany or
occupaton you researcch. Your work-related values infience howyou feel about
your job.

Importance Rating

1=Not important, 2=Sanewhat important, 3=Maderately important, 4=Very
important

Work Value 1 2 3 4

Being aroundinteresting people

Benefits

Blending of family and career

Clear expedations

Clear rules

Compettion

Cultural diversity in theworkplace

Flexible work schedule

Freedom from pressue/stress

Independence
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Work Value 1 2 3 4

Involvement in dedsion-making

Leisuretime

Mental challenge

Power and influence

Public contact

Quality of product

Reaognition

Regular 40-hourwork week

Sdlary

Seaurity

Statusand prestige

Travel oppatunities

Variety and changein work

Other:

Now that you have identified the factors and values that matter to you, use this
information when evaluating employment opportunities.
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Section 3: Identify Employment Opportunities

In the next tvo sectiors you will begin applying the third primgle of getting a
job: Discovering, researching, and connecting with employment opportunities.

Job search networking

No mater which of the patht® employment (advertised vacancies, unadvertised
openings, or talent hiring) you take, a job search network will enable you to
accelerate your search, find more opportunities, and conduct the critically
important research that enables you to customizengsume, covelekter, online
application and answers to interview
needs and priorities.

Your Network
Sourcesare people who have inside information about particular businesses,
including:

1 The likelihood that @ompany is in hiring mode

1 Who the hiring decision makers are within the company

1 The types of skills that matter most to hiring decision makers
1

The pay, prospects for advancement, workplace environment, and other
information that enables you to decidé& ifakes sense for you to target
that company

Recommendersare contacts who are willing and able to facilitate a meeting
between you and a hiring decision maker, either directly or by passing along your
resume and a recommendation. They may also bagyiii write

recommendation letters or serve as references.

Hiring Decision Makersinclude small business owners or others inside a
company who are directly involved in the hiring process, including team leaders,
supervisors or department heads.

Linkers can introduce you to Sources and Recommendarkin some cases, to
Hiring Decision Makers. Therés a good chance that when you begin to develop a
list of their network contacts, most of the people you initially identify will be
Linkers. Some of thesdarnkers may only know other, better connected Linkers.

It is possible for a single person to play several rol€sodce, Recommender, or
Hiring Decision Maker, for example, may also be abléitd you to additional
people or employers who could progithore information or assistance.
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Exercise Identify network contacts

Brainstorm to identify people you knawv. Be inclusiveof peoplewho do not know
thework you do. The people onthis list are your grimary contacts. They do not
haveto be oplewho knowabout possite job leals they justmight be ople
who know other people thet have knowledge of job leads, ocupational
information, syedfic employer contacts, et.

Usethesecaegories to kegin your brainstorm:

1
)l
)l

= =2 =4 =2

Relatives (including idaws, auntsyuncles, cousins, and distant relatives)
Members of your military unit

Local and oubf-town friends (including your unit members who have
already separated from the military)

Current and past neighbors
Friends of your parents andrpnts ofchildrend &iends

Informal or interest groups you belong to (hobbies, sports teams, health
club, etc.)

Members of your place of worship (including clergy and staff)
Teaders
Staff of your Military Transttion Office

Formerco-workers, employers or sugrvisors

Use thediagram on the next page to list your contacts.
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Update your ITP

In Section 1IV: Employment, in the portion head&tdengthen your employment
prospects update the subsections label@evelop a job searcmetwork
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Social Media

You can strengthen your job searsbrease networking capaciby utilizing
three of the leading social media tools: LinkedIn, Facebook, and Twitter. Here are
some general strategies and steps for leveraging these sites.

1 Establi$ an online presence. This is the foundation for everything else you
will do online. It is becoming common for employers you contact or people
you meet in a faceo-face networking event to search for you online, and a
complete absence of information abgati may raise concerns in their
mind.

1 Ensure the information you provide on each site is accurate artddape.
If you have more than one site, make sure the information is aligned. The
list of jobs you have held, the dates, titles, and responsibilita provide
on your LinkedIn profile, for example, should agree with the information
on your Twitter or Facebook profiles.

1 Build your networks, focusing on quality over quantity by identifying
people who are likely to be Linkers, Sources, Recommenaielrsring
Decision Makers (refer to the section on Networking for explanations of
these four network roles) and then focusing your time and effort on
communicating with the most promising contacts.

1 Use your social networks to locate employment opporesitncluding the
unadvertised openings and Atalent hirebo
on Paths to Employment.

1 Take advantage of these three sites to learn more about companies you are
targeting and about hiring decision makers in those compénées;,
companies have links to their socials media sites on their primary websites,
so keep an eye out for these links.

1 Connect with hiring decision makers, either directly by using the
messaging tools within a social media site, or by arranging for an
introduction from one of the people in your network.

1 Harness the power of recommendations from people who are familiar with
your accomplishments.

1 Create or strengthen your reputation (and thus the confidence of hiring
decision makers in your ability to contribute to their success) by
demonstrating your experience, knowledge, and enthusiasm when it comes
to the companies and occupations you are tiage
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Here are some specific tactics for make the most of three key social media sites.
LinkedIn (www.linkedin.com)

1 You will later aeate an account, and then upgrade to a premium account
(free forService membarand Veterans) by following the stepsSection
1.

1 Build your profile, using a care@ppropriate phot¢not in uniform)and
including the information about your military and civilian work experience
that is most relevant to the types of positions you are targeting.

1 Locate and routinely sit the LinkedIn sites of companies you are
targeting. Stay current on their announcements, news and other indicators
that they may be hiring.

1 Join LinkedIn groups related to your desired occupation or profession
Follow and contribute to discussions, dadhiliarize yourself with or
contact experts and thought leaders who participate in those groups.

1 Reach out to people you are connected with, directly or through others in
your LinkedIn network, who work for companies you are targeting or who
are in ocapations you would like to learn more about.

Facebook (www.facebook.com)

1 If you currently use Facebook primarily for keeping in touch with family
and friends, realize that each of tiierand all of the people each of your
contacts knowd may have informatio that could help you identify
employment opportunities and learn more about those opportunities.

1 Do not keep your job search or upcoming transition from the military a
secret. Let everyone you are connected with on Facebook know about the
type of work ya are looking for and the skills and knowledge you can
offer an employer.

M Ensure the information in the AAbouto s
accurate, uto-date, and professional.

1 Usethetips in thefollowing pagedo ensue your online presence,
including your Facebook site, does not raise concerns in the minds of
employers about your ability to fit in and succeed if you join their
organization.

1 Although you may want to restrict access to much of your Facebook profile
to friends and family, consét makingyour employmeninformation and
education available to everyone, including employers who are researching
you after they have received your resume or job application.

M Use Facebookds search feature to determ
hasaFacebook page. Il f so, ALIi keo the comp
has posted.
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Twitter (www.twitter.com)

1 Create a Twitter account at www.twitter.com/signup and select a
professional user name.

Create a profile that emphasizes your relevant experience.

When you have identified companies or hiring decision makers you would
like to know better, check to see if they have a Twitter presence (you may
have to ask for their Twitter fAhandl eo

1 Demonstrate your professional inteteand knowledge by periodically
tweeting (sending brief messages) that include links to relevant articles or
content you discover on the Internet.

1 To strengthen relationships with specific people, reply to tweets they post,
re-tweet their posts, or uske direct message tool to contact them.

1 Participate in Twitter chats (online conversations) or online forums related
to professional topics of interest to you.

1 If you are going to attend a networking or professional development event
orajobfair,andte event publicizes a hashtag (t
way of identifying topics or keywords), use Twitter to connect with people
online that you would like to meet fateface at the event.

Ensure your social media presence hel@s not hurtsd your job seach

Before you begin applying for jobs, you have already done a lot of prep work, but
one important factor you do not want to leave untouched is checking your online
presence. It is a common practice for employers and hiring managers to research
applicans online before they are hired.

What does your online presence say and show about you? Are you revealing
things about your personal life that a potential employer might find offensive or
distasteful? Remember what you post and share online can telpt tine
impression an employer has of you.

Try it for yourself and see what you find. Google your name and image and scan
the first few pages of results. And do not forget to search yourself on Facebook,
Instagram, Twitter and other social media sitesliich you participate.

Here I s where you need to view your person
eye. Consider the following:

1 Remove photographs of you and your friends drinking, smoking or
engaging in any illegal or questionable activities. And tfes,does mean
drug use, even marijuana, despite the fact that it may be legal in some
states. These considerations also include conversations and discussions you
participate in regarding these topics.
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Be mindful of the way you represent yourself in plsot@ what you are
wearing. This extends to comments and photos you are tagged in and the
comments left by others under your photos.

Watch what you say and how you say it. Comments that may be
discriminatory, inflammatory or interpreted negatively by athespecially
racial or ethnic minorities, are a huge red flag for employers. Do not leave
posts up that you think are fjust
same.

Do not vent or speak badly about past, current or prospective employers.
Do not shee any confidential or inside knowledge about these
organizations or people.

Take a close |l ook at the people and

follow. If somehow the impression is negative, dump them.

Cleaning up what others will see when thésitwou online can provide a
more positive impression of you. For the things you want to keep, changing
the way others access your information will be helpful:

Modifying the privacy settings in your profile will keep certain elements
visible to only thosg@eople or groups you allow. Your private life will be
kept private.

Similarly, restricting access of your albums to friends only will ensure that
those photographs are not visible to the general public.

Adjust your privacy settings to restrict tagginggob ur sel f i n ot her

photographs. You will not have total control of photos other people share
of you, but you can limit how it will show up in your own profile.
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Your Professional Introduction

Your professional introduction, also known as awatier speech or 38econd
introduction sets the stage for productive conversations with prospective
employers or members of you job search network.

ltisal so an excellent way to answer the ATell
will be asked in most fanal or informal job interviews.

You may need multiple versisiof your introduction, customized for different
audiences and purposes.

For example, if you are speaking with peopbel thinkare sources of information
about a company you wish to targetuywwould emphasize your interest in
working for that organization and ask if they would be willing to answer your
guestions about themployer.

If you are talking with a potential hiring decision maker, you might want to
emphasize two or three of your moslevant key skills and request an
information interview.

Use this table tbegincreatng your ownprofessional introduction.

Exercise: My Professional Introduction

Sample statements My version

1. Set the stage

| recently finished my enlistment in
t he Ar myée

| just wrapped up a 2Qear career in
the Navyé

| recentlycompletedmy service with
the Marine Corps

| will be retiring from the Air Force
in three mont hs§

| will be finishing my service with
theCoast@ardi n s ever a
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Sample statements

My version

2 . ANo Brago Di s
In my position:

1 [Ihad to get really good ét.

1 It was absolutely essential tH
| got really good & .

| was fortunate; | had many
opportunities to:

1 Acquire a number of skills,
includingg .

1 Develop some&aluable
insights, including .

1 Recognize the importance
ofé .

| was lucky to have had several
remarkable leadeisupervisors who:

1 Made sure | acquired a l@od
range of skil

1 Provided me with
opportunities té .

1 Helpad me learn the
importart e of é.

1 Taught me the importance
ofé .

Thanks to a number of challenging
experiences:

M1 Ilearnedté .

1 1 got really
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Sample statements

My version

3. Skills and/or contributions |
offer

(Refer to your MasteResumeand
select up to three that you think will
be most relevant to the person you
are talking to

Examples:
Strategic thinking
Leadership ability

Supervisory experience

= =4 =4 =2

Mechanical skills

4. My goal

| am looking for opportunities to
apply the skillsand knowledge |
have acquired

| aminterested in working as a
(specific occupation or job
position, if you have amin mind)

| would like to explore a career in
_____ (anindustry, a career field, or|
specific company, if you have
targeted one)

| am seeking a position with a local
business where | can make a
contribution using my

skills

| am eager to connect with
businesses that might benefit from
the skills | offer / the contribution |
can make
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In the space below, write at le@ste version ofour entire professional
introduction

56



Career, Occupation & Job Research

Thecloserthematch between ajob and yourwork preferences, financial needs
and transferable sklls,the mordikely you will be successfuland happy in that
job.

Thefollowingis a list ofways you can research careers.

1 Library research 1 Small Business Admirstration
1 Fad-finding cdls 1 Attendingtraining or

1 Job shdow apprenticeship progams

1 Volunteer 1 Colleges and universities

1 Job stare 1 Temporary agencies/services

1 Employment counsling 1 Internet

1 Internships 1 Social networking

1 Redaing busiress 1 Taking to friendsand relatives

magazines or the busiss about work and careers
section of newspapers

Explore Your Career Options

My Next Move for Veterans (http://www.mymextmove.org/vets and
http:/Avww.dol.gov/veteransis an interactiveaool for new job seekers, students,
and other career explorers to learn more about their career options.

Users can:

AExpl or e oV earee® andl sed impoftantrirdonmation including
skills, tasks, salaries, and employment outlook on-é@asgad career reports.

ALook at related apprenticeships and train

AFind careers t hr oug hngamduktreey, orthroaghthee ar ¢ h ; by
O*NET Interest Profiler, a tool that offers customized career suggestions based
on a person's interests and level of education and work experience.
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Career reports feature the most important knowledge, skills, and abibgeed

to perform the work, explained in language that's easy to understand. Outlook
and education sections let users find salary info, job postings, and training
opportunities. The visual design enables users to identify a career's key points,
or explore ecareer in depth.

Visitors interested in specific careers can get exploring quickly with an intuitive
keyword search; over 900 career options are only a few keystrokes away. Users
looking for a broader range of opportunities can browse industries, axplori

over a dozen; each featuring a range of careers to choose from, including those
in the green economy and with a bright outlook for job opportunities.

Also at the site is a webased version of the popul@*NET Interest Profiler,

a tool designed to assss an individual's vocational interestsThe webbased
version of the tool features 60 items which, along with information about the
user's education and work experience, guide users to careers they may enjoy.

Military Occupation Codes (MOC)Crosswalk helps you find a civilian career
similar to your military job. This tool will assist yodo translate military
occupational codes (MOC) into civilian skill equivalents and learn about related
civilian career pathghttp://www.onetonline.org/crosswalk/MQC

National Labor Exchange (NLXx)- http://us.jobs/index.asp As mentioned

earlier, the National Labor Exchange (NLXx) is a unique pyfriicate partnership
sporsored by the National Association of State Workforce Agencies (NASWA)
that leverages private (ngorofit-owned) technology and existing state workforce
development agency resources.
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Fact-finding Calls

Calling acompany to oltain information @n resut in valuableinsights aswell as
the possibility ofspeking with a hring manager. There are cold calls and
referral calls (warm leads). Your networking efforts will help to aeste these
warm leads. Being prepared for thecdl, takingnotes, andeven dressng forwork
are all great dtrategies whileplacingthesetypes of cdls. Preparedness and
professonalismwhen on the phog askingconcise questonsand being padlite, go
along way towards building your network.

Here are someuidelinesfor calling acompany for information.

1 Reseach the company website and &plorelinks ontheir site to gatler
information and formulate questions

1 If you ae asking for sameoned smetbéclear about your intention;you
want to setan appoirtmentfor a phone conversation or meet in person

Find outwhat it is like to wark for the organization orcompay
Find outhow themaragers manage theirteam

Get a srapshot of theday-to-day busiress

= =2 =2 =

Identify the hring mareger

A process for making factfinding calls

Prepare to makethe call
There is no substitutéor preparationd know what informationyou want to gather
befae you m&kethe all. Being prepared will give you confidence and credibility.

1 ldentify companes where you might like to wak. Makealist of plaes to
call, includingthe company name,address, phone nmber and any facts
about thecompany you may obtainfrom your contacts or reseach resuts.
Usethe tempdte at theend ofthis s&tion to make a company information
form of your own.

1 Find thename @nd as much information asyou can) about someone who
has aconnedion to theposition orworks at the tageted company.

1 Write an outline ofwhat you aregoing to say onthephore. This will help
you to be less@vousand to assurgou get all the informaion you nesd.
Additionally, you will be percelved as aganized and professioral. Seethe
scripts at thend of this sdion.

1 Set asideadedicated twohous fortheactivity, it beaomes esierto make
thesecdls after you get into a hythm.
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1 Asyou research comparnes, kesp a reord of the followinginformation on
your company informationform. Keep this information orgnized and
easily accessible:

0 Number of employees
0 What thecompany does (service and/or goducts)

0 Business volume,ayworth, profit and loss, comamy stability, etc.
(see thecompany's annual report if avail able)

o Compny competitas
o Compay histay and future plans

o Compay locations healquarters, bianch offices, international
offices, etail outlets, et.)

o Saaryrangeor hourly rates jgid for variouspositions

o Contat nanes (department heads, hunan rescurce mareger, people
you know who wak thee, former employees, et.)

o Employment activity (recent hiring, firing, layoffs, etc.)
o Titles ofposiions that interest you
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During the call
Introduce yourself.

1
1

Begin the conversation usingthe rame of the person whoreferred you (i.e.,

fiHello, Ms.Jones, John Doesuggested!| callé . )

Give abrief description of your background.

Mentionyou reed only 10 minutes ofthe persorts time.

Ask thereceptionist forthe name ofthe personwho you shouldcontact; If

calling human resourcethat may bethe real of a department, shop

mareger or foreman,etc. Write down the persorts nane. Then askto spek

to that person.

Find outthe position of th@ersonyou are talking to. Giving your speech

to the wong personcan beawaste oftimefor both parties.

Do notgive too much ifiormation. If your purpose is to get aface-to-face

appointment, tell enogh to interestthe person inyour skils, setan
appointmentand gt off the phoe.

Ask theemployer how your skils can benefit the company and what
addiional skills would makeyou more employable.

Smile when you talk. Useafriendy, conversational toneof voice.

Your mood and pysical condition show inyour voice.

Try to ek at thesamerate as thepersonyou are talkingto. This wil help

you communicate clearly and effectively.

Kee goodrecaords. Make notesabout ewry cal you male. You rever
know when you will have to refer back to aconversation.

Try to oltain same sortof information fom everyoneyou contact:

o O O O

o

An informational inerview appointment

A referral to anothersource

A job lead within oroutgde of thecompany

Information about eperience orqualificationsrequired for thefield
Review and/oradvice onyour resume

After the call

1

Persist. M&e new contacts ewery day and follow up onevery lead. Thisis
not easy for everyone. You will hear fin o moreoften thanyou hea fiyes .

Send afollow-up thankyou email when appraoriate.

Be suetologead cdl on your Company Information form.

Evauateyour process and performance after each cdl.
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Using a Script

When makingyour phone cdls, use &cript if it makes you morecomfortable. It
may help to get the conversation strted smoothy. When you are not sue what
career youwant to pursueand are in theinitial stages of exploration, you want to
spe& with individuals whocan look at lang range projectionsand unarstand
your field of interest. For example:

Al am seeking information aboutthe (medicd, aviation, ekedronics)field and |
would like your advice.| know you are very busy, but| only need about5-10
minutes ofyour time. 0

1 What do you see as a growth area for this industry?
1 What problems or issues do you see that will affect this area in the future?

1 Whatjob titles do you see as hard to fill in the future and why?

Sample scripts for calling for someone whenyou have the right name

Call the organization, and when someone answers, merely ask to be put through

to the person you are tryingtoreach. Ifyou e asked, AWhat is this
regarding?0 avoid saying you are calling a
certainly get you redirected to human resourcesl &'e better seaved by saying

somrething suchas thefollowing:

Al am researching your organization, and | was tdd this pesoncould help. Ishe
or she n?0

This follow-up questio n Is feidr shein? pis arediredion technique usd in
sales to provide auitableanswer to theindividualés question and immedetely get
the person thinking of the rext task, whichis to answer your question. Simply ask
to beputthrough.

If the personwho hes arswered the ploneis notgoing to putyour call through,
remain polte and end thecall without being difficult. Do notgive up; just all
back anotherday, preferably at a dfferent time of day, even at lunch time.The
badkup personwho answers the phoneluring a brek mayoften conred you to
the contact.

If you are tranderred tothe persorts voice mail, leave amessge similar to the
email saipt provided. Y our purpose is sim|e: a lrief conversation aboutthe
work environment, company culture and whet is required to wak in spedfic
occupations.

You want to makea good conredion withthem, so donot all too frequently or
talk too lorg. It is agood ideato make along list of people you can cdl to
maximize your research.
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Calling for someone whenyou do not have the name
Employer: fiThank you for cdling XY Z Company; how nmay | help you?0

Applican t Hi. | liopeyou can help me. | would like to sk with the supervisor
of the[insert appropriate department] .

Employer: AAll right, | will conred thecall. 0

Applicant: iThank you. Can you tellme that perso n 6 red ndmber before you
transfer me?0

Employer: AiWhat is thisin referenceto?

Applicant: Al am interestedin knowingmore about the [specific positon] in your
company and hoped toget moreinformat i on . 0

Sending an email to someoneyou do not know
An email that would beappraoriate to ®nd soneoneyou do not know night read
somethindikethis:

Dea [insert theper s o maides,

Thisis just a quck note to inroduce myself. | am afinsert your jobtitlel looking
forwork in your are. | am reaching outto you becausel cameacrossyour profile
while doingsome esearch and thaught we shoud spe&k. | am congdering my
next move, and want to know moreabout[in sert company/busnesgorganizaton
namng . My hopeis to conned with you forafew brief moments and gt your
opinion on what it is liketo work there.

Thank you for your timeand consderation. | look forward to your thowghts. Best
regards,

Your name
Your phonenumber
Your email addess
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Sample Script f or Fact-finding Calls
Employer: fiThank you for cdling XY Z Company; how nmay | help you?0

Applicant: fiHello, just aquick cdl to introduce myself. My name is[in sert your
name lereg , may | have afew minutes ofyour timeto ask you aboutyour

compary?0

Employer:iNo . 0

Applicant: Al comdetely understand. Who elsecan | spe&k to? 0
Employer: fixx. 0

OR theemployer may ask,

Employer fiwhat is this alout?0

Applicant: AiThank you. | am interested in €arning aboutyour company. | would
like to get your opinion on what it is like to wark there. What is thework culture?
What is different aboutyour company from your competior6 sompany?0

Employer: fixx. 0

Applicant: iThank you for your time today. Who else should spek with at your
company? Will you introduce me through phoneor email?0

Employer: fixx. 0

Applicant: AYou have been so lelpful, thank you. Goodbye. 0
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Company Information Form

Date of call:

Compay:

Name of contact

Address:

Phone#:

Position or Department of Interest:

Required Skills, Certifi caion, Eduaion, Work Experience

Other information andemarks:
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Researchng Salaries

Whenresearching and evaluatingpasition you wish to apply foyou should
determine the typical salary range for that positon. This is especially true if the
position announcement does not include salary information or if you are uncertain
whether your salary expectations are realistic.

Where to Research

Thesewebsites provide average salaries or salary ranges for particular job titles
and locations:

1 Salary.com http://www.salary.com
91 Salary Expert http://www.salaryexpert.com

In contrast, GlassdooKhttp://www.glassdoor.com/indexm) providessalary
information foractualpositions within local companie¥ou may have to register
(for free) to use Glassdoor for detailed searches.

You can also research salaries by talkingdmeone ira position thais the same
or similar to he one you are applying for, either in the same company you wish to
work for or in a comparable business.

Bear inin mind that paynay vary depending omhatacompany can afford to
pay,seniority or years of experience with a company,tame much theompany
values the role.

Update your ITP

In Section 1V: Employment, in the portion head&dengthen your employment
prospects,update the subsections labeled:

1 Seek additional education, technical training, licenses, and/or certification.

1 Seek outand utilize additional resources such as registering with the local
DOL Career On&stop Center and obtain the DOL "Gold Card" certificate
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Section 4: Focus Your Search

Job Search Assistance

In this section you will continudiscovering and researcdg employment
opportunities.

American Job Centers (AJCs): One-on-One Personalized Service in
Your Local Community

AJCs served nearly over 1 million Veterdastyear. Veterans receive priority of
service and recently separated Veterans are entitled to 6 months of intensive
services through the Gold Card Progravinu can work one@n-one with a

specialist to improve your resume, develop networking and interwieskitls,

and connect with training and meaningful employment. All of these services are
available to you at no cost.

There are nearly 2,500 AJCs across the nation that are integrated with state work
force agencies and local communities to facilitateskéat hiring with large

employers as well as local small and medium sized business that provide the vast
majority of jobs nationwide. Each AJC is managed by a local Workforce
Investment Board that consists of business leaders, elected officials and
represatatives from the chamber of commerce and community colleges to ensure
an integrated approach to meet local employer skills requirements. A recent

independent study fAAccessing the Local Pro
Servicesodo conduwecrt eNda vhbayl tAmea | Gesntserstfat ed t ha
centerpiece for high quality Veteranso emp

communities. 0

Service members have the opportunity to work with AJCs prior to separdation. |
is important for transitioning Service membearsonnect with their local AJC, or
the AJC in the community in which they intend to move {s&gtaration from the
military. Every community has unique characteristics that are reflected in its
local job market. The AJC staff will be able to provide valeamployment,
training, and education information specific to the local community to assist in
transition planning and facilitate rapid employment. Find your local #&JC
http:/Mww.dol.gov/veteransr http://www.servicelocator.org.
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Veterans enjoyriority of service at AJCs, meaning they go to the heathef

line for most of the services and programs offered at the CeStrgces include
Career and Training Services provided in the AJBe first time you visit an

AJC, an intake person will ask you several questions to determine your status as a
Veteran and will refer you to the appropriate stagmbemwho can assist you.

The Gold Card Initiative

Post9/11 era Veterans are eligible to receive intensive assistance and six months
of follow-up services at an AJC when they present a Gold Card atdbairAJC.

These employment services include:

)l
)l
T

)l
)l
T

1

Job readiness assessments, including interviews and testing
Development of an Individual Development Plan (IDP)

Career guidance through group or individual counseling that helps
Veterans in making training amareer decisions

Provision of labor market, occupational, and skills transferability
information that informs educational, training, and occupational decisions
Referral to job banks, job portals, and job openings

Referral to employers and registered appeceship sponsors

Referral to training opportunities

Monthly follow-up by an assigned case manager for up to six months

To download your Gold Card, visit
http://www.dol.gov/vets/goldcard/revisedgoldcard5.pdf

You will also find a copy of the Gold card in the Appendix of this Guide.

THE UNITED STATES DEPARTMENT OF LABOR

GOLD CARD

SERVICES FOR POST 9/11 ERA VETERANS

The One Stop Carser Canters are ready 10 provide you intensive services for up 10 & M
nnth >3 Wough an eaciting a1y of Career and sPPOrie SerVcen 10 Inchide

*a®

HOW TO ACCESS GOLD CARD SERVICES?
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Dislocated Workers

Service members, who are being discharged from service, either voluntarily or
involuntarily, are eligible for dislocated worker services under the Workforce
Innovation and Opportunity AQWIOA). Additionally, a military spouse who is
unable to continue employment due to
military station, or a military spouse who loses employment as a result of the

S pous e 6s rothihe militaayy ntay be flso classified as a dislocated
worker. Under this classification, a transitioning Service member and spouse are
eligible for enhanced services and may be eligible for training and education
opportunities through their local AJC.

Locate an American Job Center in the location you plan to relocate to after
separating from the military:
1. Visit thewww.dol.govheteranshomepage.

2. Click on theFind a Job button
3. Click onGet OneOn-One Assistance
4

. Click inside thelLocationbox beneatlrind an American Job Centand
enter your iy, state orzip.

5. Selectlink to nearesAmerican JolCenterand note the Center
information.(Each state has a different naming convention for their AJCs)

6. Contact local AJC and
7. Register for Job Seeker Services

Researcha career field that interests you
1. Visit thewww.dol.govheteranshomepage.

2. Click on theFind a Job button.
3. Click on Explore Careers.
4

. Type in the name of the career field, industry or keyword that you would
like to explore

5. Note the education geiired, the job outlook, and the education and training
opportunities available.
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Locate local businesses in the location you plan to locate to after separating
from the military:
1. Visit thewww.dol.gov/veteranshomepage.

2. Click on theFind a Job button

Click on Get OneOn-One Assistance

Select theToolkit tab.

Under thelJobsheading, tck onBusiness Finder
Search by name, industry or occupation

N o o bk~ w

Next, search by city, state or zip.

Education and Training Assistance for the Job Search

DoD SkillBridge

The DoD SkillBridge initiative promotes the civilian job training authority
available for transitioning military Service members. Service members meeting
certain qualifications can participateawmailablecivilian job and employment
training, including aprenticeships and internships.

Such training can take place starting up to six months prior to a Service member's
separation. Additionally, the training must offer a high probability of employment
and be provided to the Service member at little or no cost.

Please note that each Service has its own procedures for participating and that this
initiative is still relatively new so currently not every installation offers programs.
We encourage you to inquire with the Transition Office from which you are
separatig about potential opportunities and guidance.

In addition, formoregenerainformation pleasevisit
http://www.dodskillbridge.com/.

Apprenticeships

Thereare over400,000 registered Apprentices in ngdr]200 occupations.
Occupations include tradition trade fihardh
ironwor ker s, but also include fiwhite coll a
bank managers.

Eighty-seven percent of apprentices are employed after letimgptheir
programs, with an average starting wage above $50,000.
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http://www.dodskillbridge.com/

Post9/11 Gl Bill Apprenticeship Program. Eligible Veterans pursuing
training under an apprenticeship program will receive a monthly housing
allowance (MHA) in addition to their apgmticeship wages. The MHA issued will
be a percentage of the Department of Defense Basic Allowance for Housing
(BAH) for an E5 with dependents (based on the location of the
employer) as follows:

A 100 percent of the applicable MHA during the first six merahtraining

80 percent of the applicable MHA during the second six months of training
60 percent of the applicable MHA during the third six months of training
40 percent of the applicable MHA during the fourth six months of training

o To o o

20 percent of thapplicable MHA during the remainder of the training

Additionally, Post9/11 Gl Bill recipients will receive up to $83 per month for
books and supplies. The monthly housing allowance and books and supplies
stipend will be further prorated based onthe Weten 6 s el i gi bi |l ity per c

To find an Apprenticeship Program:

Visit http://www.careeronestop.org/toolkit/training/find -apprenticeships.aspx
or http:// www.doleta.gov/oal/veterans.cfm

Short-Term Training Opportunities

Shortterm training includes anglass or program that lasts less than two years.

All short-term training can help you find a job, get a promotion, or earn more

money. Many programs lead to i@dentia] which can give you a helpful edge in

the job market. A credential is awardedinregni t i on of an i ndivi du:
attainment of measurable technical or occupational skills necessary to gain

employment or advance within an occupation to inclaitficates,

certifications, andlicenses.

People often confusesd haend efrand mtoil foigoa tiicem g .
educational certificateis a credential awarded by an educational institution

based on completion of all requirements for a program of study, including

coursework and tests or other performance evaluatioreertfication is a

credential awarded by a certification body based on an individual demonstrating

through an examination process that he or she has acquired the designated

knowledge, skills, and abilities to perform a specific job. The examinatiobecan

written, oral, a performanceébased. Certification is a tirlenited credential that

is renewed through a recertification process.
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Licenses. Some occupations require workers to obtain a license in order to hold a
job in that field. It's worth researching whether a figddi're interested in may
require a license. Examples of fields that often require licenses are:

A AHealth care careers, such as dental as
technicians
A AJobs that provide personal care such a

Rules br occupational licenses are set by states, and they are different in each
state. Learn about licensing requirements in your state at
http://lwww.careeronestop.org/toolkit/training/fiidenses.aspx.

You may be able to access many free or-tmst trainirg options online or in

your local community. Options range from brushing up on basic skills such as
English, math, or computers, to mastering specialized skills such as software
programs.Many community or technical college programs can lead to a
certificate award in less than two years. Having a certificate in your field can help
you qualify for a job, get a promotion, or earn more money.

To find short-term training opportunities , visit
http://www.careeronestop.org/toolkit/training/find -local-training.aspx

Veteran unemployment and homelessness

This section isntended to provide resourc@gormationandcreate awareness
about how unemployment and veteran homelessness aiwasfts are directly
related.

Unemployment Compensation for ExService membes (UCX)

The Unemployment Compensation for-Egrvice membear(UCX) program
provides benefits for eligible exilitary personnel. In addition, former members
of the National Oceanographic and Atmospheric Administration (NOAA) are
covered under the UCX progra The program is administered by the States as
agents of the Federal government.

1 If you were on active duty with a branch of the U.S. military, you may be
entitled to benefits based on that service.

1 You must have been separated under honorable conditions
The law of the State (under which the claim is filed) determines benefit amounts,
number of weeks benefits can be paid, and other eligibility conditions.
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You should contact youBtate Workforce Agencyat
http://www.servicelocator.org/OWSLinks.aspas soa as possible after
discharge. It may be helpful to have a copy of your service and discharge
documents (DER14 or similar form) when you open your claim. In many states,
you may now file your claim by telephone and/or online.

The risk of homelessness

A compex set offactors cancauseextreme issuegor Veterans. Hmelessress
can occur quickly when someoneis jobless othereis a shorge of affordable
housing. Some disphcel and at-risk Veterans livavith lingering effects of Pog-
TraumaticStress Disader (PTSD) and subsance abuse which are compouned
by alack of family and scial suppet netwaks. When opions lecome Imited,
someindividualsare exposedo circumgances that could lad toincarceration.

Here are a few statist that llustrate this issue:

In 2015 the oeradl V e t e r ampleoydnentrate was 4.6 percent.The rate for all
male Veterans was3lpercent while the rate for female Veterans wdgpBrcent.
Male and female Veterarwhoserved duing Gulf War era 1l had an
unemployment rate of5.8 percent.

On asingle night in January 2015, 47,725 Veterans were experiencing
homelessness in the United States.

Homeless Veterans were found in unsheltered locations at the same rate as all
homeless adults, 36 percent.

Most Veterangxperienced homelessness as individuals, 38,985 people or 96
percent. However, 1,708 Veterans, or 4 percent, were homeless as members of
families with children.

Female homeless Veterans accounted for 10 percent of both the sheltered and
unsheltered homelsd/eteran populations.
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Sources of assistance

Many local agencies will offer emergency assistance for food, housing, utilities,
home repair, emergency shelter, clothing, legal aid, transportation, medical and
dental care, and prescriptiod$e followingare websites that can help with your
search:

T The United Waywww.2ldergr ch page at

T The National Coalition for -Besestel ess Vet
Organizations at
www.nchv.org/index.php/help/help/locate_organization

1 The National Communitction Partnership site at
www.communityactionpartnership.com Click on theCommunity
Action Network link at the top of the page; then click Bimd a
Community Action Agency.

1 The Department of Housing and Urban Development Exchange site at
www.hudexcharge.info/veterans/ Resources for Homeless Veterans and
Homeless Veteran Service Providers

1 The Department of Health and Human Services Resoatces
www.hhs.gov/programs/sociakrvices/homelessness/resources/index.html
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HVRP

TheHomeless Veterans' Reintegration Program (HVRPhelps Veterans
experiencing homelessness gain meaningful employment via services that include
job placement, career counseling, workshops, and resume writing assistance.
They also work with Veterans to enstnat they can access benefits and

supportive servicekincluding temporary, transitional, and permanent housing,
clothing, referrals to medical and substance abuse treatment, and transportation
assistana@ available to them from federal, state, and |etalrces.

For the most recent list of ngarofit agencies that are collaborating with the
HVRP programyisit www.nvtac.org/grantees

Reemployment Services and Eligibility Assessment (RESEA) Program

1 Provided to all Veterans receiving Unemployment Compenséor Ex
Service membar(UCX)

1 RESEA recipients spent 3.13 weeks lesemployment insurancbased
on research conducted by IMPAQ International* (400% ROI)

1 Provides inperson reemployment and eligibility assessments,
reemployment services and refesr& training

1 Assists Veteranms finding a job or conneatg to services or training
neededo prepare for one

T States are strongly encouraged to col
Veterans State Grant program

http://wdr.doleta.gov/research/FullTexto@uments/ETAOP_2012_08_REA_Nevada_Follow_up_Report.pdf
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Analyze job postings

Job posings, whetheronline, in anewspaper or other print publicaion, can
provide insights into the skills, experience, and other selection criteria that an
employer considers most important for a specific job vacancy.

Investing ten minutes in carefully analyzing a job posting can provide you with

the details you need tustomize your professional introduction, cover letter, and
resume. The information in a job posting can help you create more relevant and
powerful versions of the STAR Statements you may have developed on Day One.

Here are some tips for maximizing timformation you can gain from job
postings:

1 Read through the entire job posting.

1 Print out the job posting and highlight key words in the qualifications,
skills, and experience sections.

9 Job postings that promise a big paycheck with little experiencereequi
usually indicate sales positions that work on commission.

1 If the contact for the job posting is an employment agency, find out if they
will charge you a fee. Some agencies charge the employer a fee, some
charge the job seeker a fee.

1 Multiple positionjob postings usually indicate a new or expanding
company.

T Some job postings use the word fApreferrtr
experience preferred, etc.). This usually means you can apply if you do not
have that particular skill or ability as longysu have the other
gualifications.

1 When sending a resume in response to a job posting, be sure you meet the
minimum requirements. If the job posting says certification, license,
degree, experience, etc. required, you might be wasting your time if you do
noo have those qualifications. I f it say

1 Red flag warning on online jobpostingsncludeunclear, unrealistic
opportunities or missing information such as no contact info.
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Exercise: Analyze Job Postings for K eywords and Information

1.

Create twocolumns, onefor Rolesand Responsibiitiesand the otler for
Spedfic Skills

2. Research online job postings amtest a job dscriptiors

3. When reviewing ajob description, copy each word, phraseor sentence that

is anexad match for your indvidual skll sets io theSpedfic Skills
column

Usethe vacabulary from theRolesand Responsbilitiessedion ofajob
postingand record them in the Rolesand Responsbilities column

Separately, document any useful information for networking or interviews.
For example, salary ranges, company history, current events etc.

Rolesand Responsibiities Spedfic Skills

78



NOTES

79



Section 5: Market Yourself

In this sectioryou will begin practicing the fourth principle of getting a job:
Developing and delivering sefharketing messages that make it easy for hiring
decision makers to recognize that you will add significant value to their
organization.

Resume Quiz

Read each statement and indicate whether itis | True | False
true or false

1. The number one rule for writing a good resum
is: more is better.

2. The best resume make:q
spaceo to make it eafg
3. Regardless of your age, the work history

component of your resume should list all jobs
going back to high school.

4. An objective statement at the beginning of you
resume is optional.

Your resume should not be longer than two pg

A good resume is flexible enough to cover
various job opbns within your professional fiel
of interest.

7. A good resume paints a clear picture of you,
including your height, weight, race, age, sex,
marital status and number of children.

8. Employers like to see that you are interested i
things other thajust your job, so include
volunteer work, continued education and
association involvements.

9. All resumes should contain the complete nam
addresses and telephone numbers of your
references.

10.  To help your resume stand out from the hundr
an employemay receive, you should make it g
unusual as possible by using a bright color pal
or including a picture of yourself.

11. Itis a good idea to ask your close friends to rg
your resume and help you improve it.
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Read each statement and indicate whether itis | True | False
true or false

12.  If you send your resume to an employer
response to a job posting, you do not need to
a cover letter.

13. A cover letter is primarily intended to repeat th
most important points of your resume.

14. It may take a lot of hard work, but a waltitten
resume will by itself, get you the job you want.

15. Itis always better to spend the money to have
professional resume writing service write your
resume.

Writing a Resume

A resume is a document which shows all of your relevant skills and experiences,

and allows ammployer to quickly see howyou can contributeto their workplace

In effed, aresume isyour application for an interview. It is often the first line of

contact and establishes the employerods fir
well-written, theemployer should have a positive impression and may consider

you to be a good Af i tThegbadwfraneffdati'ke posi ti on or
resume igo highlight and summaze your qualifi cations sahe employer will

want toreach out and shedulean interview.

A great resume does what all good marketing tools do: it convinces the consumer

(the employer) that -héhvie. rToldaicgr  dywbaut) V su
As el | yowanditisimportant when developing your marketing messages

that you remember to speak to the specific needs of each potential employer. You

must convince that employer that you have the skills, you can fit in to the

organization, and you can make aipes impact/contribution to the organization.

A Master Resume

In Section 2 you wrote an Employment History Outline. It is time to turn that
outline into a useable document: your master resume.

A master resume is a document that lists and completstyides all your work
experience, accomplishments, and trairigl in one place. A master resume
can be many pages long, and can list every single job, internship, and volunteer
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position that you have ever had. You should also include all of yoninigai
degrees, and certifications, as well as any awards you have earned.

A well-written master resume will be an-alkone document which sums up the
length and breadth of your career. It highlights your STAR statements for all the
different types ofvork that you have done.

Writing a master resume can be time consuming, but it is worth the effort and
time upfront because of the lotgrm return on your investment.

A well-written master resume will:

1 Make it much easier to create targeted resumesetavhien applying for
specific jobs. If you use your master resume as a resource, you can just cut
and paste STAR statements, add a few keyvdoadsl you are on your
way!

1 Make it easier on your memory. It is hard to have to recreate your work
history time ad time again. Time passes and you may forget certain
aspects of your work. If you have a master resume, you have your
chronological work history and skills listed all in one place.

T Allow you to figure out effective ways
to best position yourself for a specific employer or opportunity. You may
have had very diverse work experiences in the military, and creating a
master resume lets you see underlying themes in your work experience. It
can be much easier to write a corddion or functional resume if you
begin with a master resume.

1 Allow you to AVOID writing a generic resume. Sometime writing a
targeted resume is difficdtand you may decide to write a generic resume
whi c h -sizefitsfad e 0 The pppodhiethatysiateh t hi s a
leaving the employer to do the work of figuring out if you can and will fit
in to the organization. If you have a walfitten master resume, you will
have done most of the work in advance, and you can cut, paste and then
tailor your resume in order to produce a specific, targeted resume.

In this workshop, there is not enough time to fully develop your master resume.
But, you have the tools and knowledge to start the process immediately. The
targeted resume which you will write during this workshop can be incorporated
into a master resuntdcument, and you can add a few STAR statements each
week. After a few months, you will have a substantial master resume!
Remember, resumes are living documents, so you will need to cotdinue
improveand addo it as you utilize new skills and havemgbs.
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Resume Styles
There are three diferent styles you can ust® organize the irformation onyour
resume

1 Chronological
1 Functional

1 Combination

Most employers prefer to receiveCaronological resum@ one that lists the jobs
you have held (starting with your current or most recent posjpbnand then
proceeding in reverse chronological order) and describes your experiences and
accomplishments in each of those jobs.

Functional resumes allowou to group your skills and accomplishments into one
or more categories (for example, technical expertise with a particular type of
equipmentproviding administrative servicedeveloping or deliveringraining,
andtime spent as a superviyor

A Combination resume incorporates features of both the Chronological and
Functional formats.

Which is the best style for your resume? It is the one which best positions you for
the job you are seeking.

Regardless of the style you have chosen you should créargeted version of
your resume when applying for a specific position.
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Style | Advantages Disadvantages Best used by
IS -Widely usedformat -Emplesizes gaps inemployment -Individuals with steady work record
'g, -Logicd flow, easyt'o regd o -Not suitablef you have no wak history
S -Showcases growth in skills andrespongbility -Highlights frequent job ctanges
s -Easiesto prepare -Emplesizes lack of related experience and
5 career changes
-Emphasizes skills -Viewed with suspicion by employers due to| -Individuals who have developed skills frg
c_és rather than employment lack of informatiorabout specific employers | nonwork experience and who may be
S -Organizes a variety of experiesdpaid and unpaid and dates chapg_ing careers _
o work, other activities) -Individuals with no previous employmen
o -Disguises gaps in work record or a series of steom -Individuals with gaps in employment
jobs -Frequent job changers
-Highlightsmost relevant skills and accomplishments| -Confusing if not well organized -Career changers or those in transition
- -De-emphasizes employment history in less relevant| -De-emphasizes job tasks, responsibilities | -Individuals reentering the job market afte
'% jobs -Requires more effort and creativity to prepg Some absence
g -Combines skills developed in a variety of jobs or otf -Individuals who have grown iskills and
[ activities responsibility
8 -Minimizes drawbacks such as employment gaps an -Individuals pursuing the same or similar
absence of directly related experience work as they have had in the past
-Can be any of the three resume formats -Can limit your exposure to other opportuniti| -Candidates who have done their resear(
E -Easy to simply identify the position and company in| -Has to be developed for each jolb whichyou| -Candidatesvho know the job they want tg
“é objective statement are applying pursue
,‘_U -Impresses a businegsrson -Candidates who have identified compan

to pursue
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Sample Chronological Resume
Lynn Green
2345Brook Avenue, Englewood, Ohio 12345
(123)456-7890

Lynn.Green@mail.com
OBJECTIV E: Position as anarmed saurity guard for Pinkerton Services

PROFESSIONAL SUMMARY

A dedicated anéxperienced security professional who balances the necessity of
protecting people and property with the need to maintain good relationships with
customers and the public. Equally capable of working alone or as a member of a team,
and comfortable exercisingitiative and solving problems. Qualifications include:

I Top Secret Clearance 1 Leadership experience § Tech Savvy

9 Bilingual (English and 1 Adept at conflict 9 Training skills
Spanish) resolution
EXPERIENCE

Seaurity Spedalist, U.S. Marine Corps, 20XX-Present

1 Supervised security for $100 million of highly sensitive equipment resulting in zero loss over a
3-year period.

1 Implemented new system security plan that led to increased lockdown protection for
incarcerated personnel.

1 Provided leadership of 25 persoheasuring a 30% decrease in staff turnover and a 10%
increase in promotions.

1 Expertly managed development of investigative reports. Awarded Supervisor of the Year for
efficiency and accuracy of written instructions and documents.

9 Efficiently managed a derse workforce and inmate population resulting in a 10% decrease in
inmate violence.

WarehouseSupervisor Micro Chemicd, Inc., Akron, OH,20XX-20XX

9 Supervised a crew of 15 in daily operations, including evaluation and discipline resulting in a
companyrecord for productivity.

1 Monitored complex cataloging and ordering systems by implementing-tidaktprocurement
system decreasing supply turnaround time by 20%.

1 Security Guard, Mayfield Mall, Akron, OH, 20X%X0XXCoordinated work assignments for a
four-member security team by boosting morale and encouraging an innovative and safe
working environment.

EDUCATION

1 US Marine Corps Security Specialist Training, 120 hours
i State College, 42 Semester Units in Administration of Justice, Akrbin,
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Sample Functional Resume
Lynn Green

2345Brook Avenue, Englewood, Ohio 12345
(123)456-7890

Lynn.Green@mail.com

PROFESSIONAL SUMMARY

A dedicated and experienced security professional who balances the necessity of
protecting people and property with the neethtintain good relationships with
customers and the public. Equally capable of working alone or as a member of a team,
and comfortable exercising initiative and solving problems. Qualifications include:

I Top Secret Clearance 1 Leadership experience § Tech Savy

1 Bilingual (English and 1 Adept at conflict 9 Training skills
Spanish) resolution

EXPERIENCE

Seaurity

1 Supervised security for $100 million of highly sensitive equipment resulting in zero loss in a 3
year period.

1 Implemented new system security plan tledtto increased lockdown protection for
incarcerated personnel.

I nvestigation

1 Investigated security and safety violations and wrote detailed incident reports. Led to Mayfield

Ma | | being recognized as the ASafest Shopping Fac!
1 Expertlymanaged development of investigative reports. Awarded Supervisor of the Year for

efficiency and accuracy of written instructions and documents.

Communication

9 Efficiently managed a diverse workforce and inmate population resultinglfead&crease in
inmate violence.

Supervision

1 Provided leadership, instruction and supervision of 25 personnel.
1 Decreased staff turnover by 30% and increased staff promotions by 10%.

EDUCATION

1 US Marine Corp$ecuritySpecialist Training, 120 hours
9 State College, 43emester Units in Administration of Justice, Akron, OH
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Sample Combination Resume

Lynn Green
2345Brook Avenue, Englewood, Ohio 12345
(123)456:7890
Lynn.Green@email.com

OBJECTIVE: Positionas anarmed ssaurity guard for Pinkerton Services
PROFESSIONAL SUMMARY

A dedicated and experienced security professional who balances the necessity of
protecting people and property with the need to maintain good relationships with
customers and the public. Equally capable of working alone or as a mefhabieram,
and comfortable exercising initiative and solving problems. Qualifications include:

9 Top Secret Clearance 1 Leadership experience 1 Tech Savvy
9 Bilingual (English and Spanish’ 1 Adept at conflict resolution 9 Training skills

EXPERIENCE

Seaurity
1 Supervised security for $100 million of highly sensitive equipment resulting in zero loss in a 3
year period.

1 Implemented new system security plan that led to increased lockdown protection for
incarcerated personnel.

I nvestigation
9 Investigated security viations and wrote detailed incident reports, leading to Mayfielddvisll
reputatiomrms t he ASafest Shopping Facility in the Midwe

1 Expertly managed development of investigative reports. Awarded Supervisor of the Year for
efficiency and accuracy of writteinstructions and documents.

Communication

9 Efficiently managed a diverse workforce and inmate population resulting in a 10% decrease in
inmate violence.

Supervision
1 Provided leadership of 25 personnel ensuring in a 30% decrease in staff turnover and a 10%
increase in promotions.

EMPLOY MENT HI STORY

1 Security Specialist U.S. Marine Corps, 20:28XX
1 Warehouseman Supervisor Micro Chemical, Inc., Akron, OH, 2@8XX
1 Security Guard, Mayfield Mall, Akron, OH, 20X%X0XX

EDUCATION

1 US Marine Corps Securitgpecialist Training, 120 hours
i State College, 42 Semester Units in Administration of Justice, Akron, OH
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Resume Format

Employers often spend less thans#tonds looking at your resume on the first

pass. At this point, the employer is deciding whethé&etp the resume in the

Al ook againo pile or to put the resume in
initial screening, you should ensure that your resume format is simple and

visually appealing, and that an employer can quickly and easily read@oesp

the information.

The commonly includedsedions of a resume are:
Contact Information

Career/Job Objective Statement
Summary of Qualifications
Work Experience/Accomplishments

= =4 4 -4 -

Education/Training

There may betimes when it is appropriate to use to ofeerhealings,
suchas dhhicd Skills Summary @ rAw& d s . 0O

Keep your resume formatting professional and simple:
Length: 2 pagegensure your name is on each page of the resume)

Alignment: Leftaligned,except for heading

White space is important: ensure that you have a clear margin (recommend
one inch all around

Chose a simpleoht: Times New Roman, Cambyiarial
Use bold, italics and underlines sparingly
Font Size: 1612 point

Proofread and spell chiec

== =2 =4 A

Remember, your resume wi |l AiBagureoduceod you
that your resume, which is your main marketing document, makes an excellent
first impression!
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Developing a Targeted Resume

A targeted resume focuses on a specific job agr@nd highlights the skills and
experiences relevant to a particular position. The targeted resume does the work
for the employer: making it easy to see how your specific skills/qualifications are
a match to the jJjobods requirements.

In order to write dargeted resume, you must know what position, career field or
company you are targeting, and then spend a bit of time analyzing the
requirements of the job posting and researching the company. What are the key
skills or key words that this company caresat? The goal of your targeted
resume is to tell the employer that you match the exact skills and qualifications
that they are seeking.

Note:If you invest the time over the next several weeks to develop a master
resume with information about the joysu have held and the skills and

experience you have acquired, you may find that you can speed up the process of
creating targeted resumes in the future by drawing information from the master
resume and incorporating it into the targeted resume. See gendig for an

example of a master resume for Michael Cook and the targeted resume he created
by referring to his master resume.

Contact Information
91 Located at the top of the resume, but not in the header

1 Be sure to include at least your name on each pathe resume (follow
the specific instructions if providdazy employey

Janis Jenkins

123 Pearl Street
Rockville, Maryland 12345
(301)5551111
Janis.Jenkins@email.com
or
Janis Jerkins
123Peal Street  Rockwlle, Marylan d A 12345
(301)555-1111  Janis.Jenkins@email.com

Activity: Completethe Contact Information section of youiTargetedResume
worksheetocated in the Appendix
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Career/Job Objedive Statement

An objective statement may bethe secondsection of aresume. It is most often
usedwhen you ar¢argeting a spafic job, occupation, career field, company
and wish to let an employer you are doing so.

Sinceyou nedl adifferent resumefor ead opening, you will need to change the
job objective and especially the gpedfic company for each resume.Be sure that
you know theadual title of the job wlen you apply. Make the objective short
and to the point.

When applying online in response to a particular position, or preparing a general
purpose resume, you magt need an objective statement on your resume.

Examples of clearly written targeted career objective statemers:
1 Seeking aposiionas anarmed security guard for Pinkerton Services.
1 Seeking aposiionas aLicensedVocational Nurse for St. Maryd Blospital.

1 Position as aleacherfor Brighton Elementary School.

If donecorrectly therest oftheresume should sak diredly to the
gualificationsand lenefits insdethe obgdive staemert.

Activity: Completethe Objective section of youiTargetedresumenorksheet
located in the Appendix as you are targeting a specific job or occupation.
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Summary of Qualifications

A sectiontitled Sunmary, Professona Summary, Exeautive Summary,
Experience Summary, etc. is used to fghlight key words and your relevant
technical and soft skillgjour experience, angour successe/our sumnary
can combine ahat introductory paragraph and a brief list of skills.

Example #1: Exeautive Summary for a Projed Manager

Accompished poject manager (PMP Certified)with a proven ability to
dewelop and imfiement stategies suppding businessand financial
objectives. Respected leader, able to buid highly motivated teams facusedon
achieving goals. Key skills include:

1 Management 1 Microsoft Project 1 User analysis
1 Pracess 1 Negotiation 1 Building client
Improvement relationships

Example #2: Professional Summary for a Law Enforcement Professonal
Law enforcement prdessional with a aégreein criminal jusice andover
15 yearsdexperience in international andhomeknd security. Key skills:

9 Patrol procedure q Seachandrescue f Surveillance

1 Testifying in 1 Conducting 1 Interrogation
court investgations

Activity: Completethe Summary of Qualifications section of youiTargeted
Resumavorksheetocated in the Appendix
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Experience/Accomplishments
The experience section of the resumeprovides thedetails of your professional
experience. This is a section of the resume where you need to use company
information and key words that relate directly to the position and/or company.

This se&tion should:

9 List your results and/or achievements from each mbhave held that
relate to the position or occupation you are targeting

1 Use time, numbers, financial savings, percentages, statistics, and examples
to illustrate your achievements in STAR statements

1 Make sure that progression is visible in your curremtivhistory; do this
by making any promotions stand out in your resume

Oneof thecritical aspectsin theresumewriting proaessis tointegrate
keywords intoyour acompishment gatements. Each accomgishment
statement shouldtrigger aresponsdrom thehiring marager. Thegoal is
to provideengaging details inorder to make surethatyour
acomplishment stamentsare compeling. Be sure to review themwith
a knavledgeable resource Do they want to know mae? Does it sound
interesting or impor@ant?

As you describe your experienardaccomplishments:

1 Refer tothe Transferrable Skills Inventory you began yesterday and think
of specific times you used your various skills

Select the skills related to the job you are targeting

Highlight your major acamplishments and achievements that relate to the
job

Answer the question: AWhat skills
Usecivilian teems and avoigcronyms

Begin with an action verb ordynamic adjective

Avoid useof fiResponsble foro

Write in pasttensefor all previousjobs

= =2 A2 A4 A -2

Avoid useof persana pronouns [, we, her or him)
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Examples ofAccomplishment Statements Using the STAR Method:

Situation: The context orscenario, can beimplied for somestaements
Task: What was being done?
Action: Demonstable skill utilized

Result: Measurable impad on stuation ortask

Thesesample acompishment sétements ae provided as examples ony. You
mustcraft your own accomplishmenstaements to &fl ect your actual wak
experience as appropriatefor ead of your targetedresumesThe most
effective staementsare those tlat are bothtargeted and results-oriented. Not
every statement needs to be a STAR statement, but the majority &¥itmwid
the STAR method.

FACILITIES

1

Designedand maintainedfiscal dataand irterna informationfiles
improving accuracy in retrieving files by 99%wardedthe Army
Commendation Medal.

Coordiretedwith multipleofficials foraircraft over-flight, landing and
maritime visits with zero safety violations

VEHICLE MAINTENANCE

1 Conducted quality assurance of maintenance perfiormed increasing
production by 26%

1 Determinedhe number ofmechanics needednd gare parts required to
maintain equipmentin safe operatingrder 100% of the time

1 Reviewed 45 velicles CGerviee neals, scheduled maintenance and
mechanics resulting in zero loss in operations detivne

TRAVEL

1 Determined efficient routes, confirmed arrival dates, and verified cargo
types resulting in a 20% increase intone arrivals

1 Ensured vehicles are properly loadetketing required safety standards
100% of the time

1 Checked engine olil, fuel, fluid levels and tire pressure for a 100% vehicle

safety inspectioipass rate
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MACHINERY TECHNICIAN

1 Operated, maintained, and repaired internal combustion engines, boilers
andmain propulsion power transmission equipment with zero operational
complaints

1 Performed functions such as inventory, ordering supplies and completing
required reports on timevery time

AIRCRAFT/POWERPLANT

1 Assisted in the maintenance and movementrofaft and support
equipment saving over $1 million in a fiyear period, earning the Air
Force Achievement Medal

1 Operated sophisticated aircraft communication radar equipment and hoist
lifts with 95% safety record

PERSONNEL

1 Organized, maintained, retvied and reviewed 75 automated personnel
records including pay documents to improve record accuracy by 20%

1 Prepared and provided current information about personnel programs and
procedures to employees and administrators decreasing personnel
complaints/isses by 30%

1 Supported personnel in records maintenance and benefits counseling for 40
embassy officials consistently operating under the $1.2 million budget

ENGINEER

1 Conducted job analysis, provided suggestions for improvement, saving the
company $300,000ver a 2year period and saving 5 maours each week

1 Directed daily operations for a large engineering department including
supervision of 4 administrative personnel receiving department award for
internal customer service

1 Directed design, installation amesting of equipment ensuring satisfactory
and timely completion of tasks on time and on budget
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MEDICAL

1 Organized and led emergency response drills for 25 personnel, decreasing
response time by 7 minutes, and awarded most efficient and timely
responsg¢eam

1 Ordered diagnostic Xay and laboratory procedures, wrote patient
consultations to specialty clinics, prescribed courses of treatment and
medication to a client base of 3,500. Consistently recognized by clients for
outstanding customer service

1 Taughtand trained medical technicians, and performed as a medical
supervisor for designated units of up to 125 persoitekedt.8 on a 5.0
scale by peers

SECURITY

1 Led law enforcement activities including physical security, arrest
procedures and criminaivestigations reducing community crime and
incident rates by 10%

1 Planned, coordinated, directed and updated law enforcement procedures for
assigned jurisdiction of 220 personnel saving over 18CGmoans annually

1 Directed and supervised the administratoil operation of correctional
facilities and hospital prisoner wards for a large military installation
recognized as fAexcellentodo by Correction

ADMINISTRATION

1 Prepared data processing plans and budgets for an organization of 150
personnel wth 98% accuracy

1 Designed and maintained computer software and databases; translated
specific objectives and needs into computer systems requirements
improving efficiency by 12%

1 Planned and supervised the installation of new office equipment,
surpassing @viously set efficiencyecordby 30%
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Action verbs to describe accomplishments

The following verbs can be used to help you describe your skills and experience

Accomplished
Activated
Adapted
Adjusted
Administered
Advertised
Advised
Analyzed
Arranged
Assembled
Assisted
Authored
Calculated
Catalogued
Changed
Coached
Collaborated
Compiled
Completed
Conceptualized
Conducted
Constructed
Consulted
Contracted
Coordinated
Created
Defined
Delegated

Demonstrated
Designed
Developed
Devised
Directed
Distributed
Drafted
Edited
Educated
Enlarged
Established
Evaluated
Examined
Exceeded
Executed
Expanded
Expedited
Facilitated
Familiarized
Formulated
Generated
Guided
Hired
Identified
lllustrated
Implemented
Improved

Increased
96

Informed
Initiated
Inspected
Inspired
Installed
Integrated
Interviewed
Invented
Investigated
Launched
Managed
Maintained
Marketed
Maximized
Mentored
Modified
Monitored
Motivated
Negotiated
Obtained
Organized
Performed
Prepared
Presented
Presided
Processed
Programmed

Promoted



Proposed Supervised

Publicized Surveyed
Recruited Synthesized
Revised Trained
Skilled Unparalleled
Specified Wrote

Activity: Completethe Accomplishments Statementsection of youiTargeted
Resumeworksheetocated in the AppendibBe sure to refer to the STAR
statements you wrote in Sectign
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Education and Training
Thefollowing are general guidelines:

1. List most recent first.

2. If you have not yet graduateth prevent an employer from assuming that
you have a degree use the word AAttende
credit hours completed, or provide an expected graduatiorfrdatgh and
year or just the year)

3. Certifications shouldhave the year certified or renewed (if relevant),
discard irrelevant certifications. Do not list CPR unless it is used in the job.

4. List special honors you achieved such as: graduated Cum L\iittie,
Honors, or list your grade point average (GPA) if itagquested, recent,
and above a 3.5.

5. Include licenses, course work, and military schools relevant to the job
6. Include all degrees achieved beyond high school, highest to lowest

7. List locations of colleges and universities, but it is not necessary to include
dates attended

Example of Education and Training

1 Bachelor of Science, Health Care Management (Cum Laude), Southern
lllinois University, Carbondale, lllinois

1 Missouri State, Springfield, Missouri: 42 semester units in Administration
of Justice

1 U.S. Marire Corps: Specialized training in leadership, diversity, and
communication

Activity : Completethe Education and Training section of youiTargeted
Resumenorksheetocated in the Appendix.
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Translating military terminology into civilian terms

One of the asiest ways to help employers understand your military experience is
to substitute civilian equivalents for military terms, titles, ranks and acronyms in
cover letters, resumes, and conversations. Hergoaneexamples and ideas for
accomplishing this.

Terms and acronyms

Military: Possible Civilian Titles:

NCOIC, Watch Captair .. _ .
. Y Supervisor, Manager, Coordinator
Petty Officer of the Watc Hpervi g I

Commander, Chi¢Y Division Head, Director, Senior Manager
Executive Officer (XO Y Deputy DirectorAssistant Manager
Action Officer (AO) Y Analyst (or Senior Analyst if applicable)
TDY/TAD Y business travel
PCSY relocation
OER/NCOEFY performance appraisal
MOS/MOCY career field
Commande Y supervised, directed
Battalion, Unit, Platoo Y organization, agency, department
Mission Y responsibility, task, objective, job
Combat/Wa Y hazardous conditions, conflict
Headquarter Y headquarters, corporate office
Subordinate Y employees, cavorkers

employees, covorkers,colleagues,

Service memba Y i
personnel, individuals

Military Personnel Office (MILPC ¥ personnel office
Personnel Action Center (PA P
Regulation: Y guidance, policy, instructions
ReconnaissantY data collection, survey, analysis

TDA/MTOE ¥ organizational structure,
material resources, manpower
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Additional Tips
Awards:

Veterans might have a laundry listroflitary awards/medalsnd that is a
positive thing. However, do not fill the resume with a laundry list. Simply
mention the appropriate awards for outstagdab performance. If there is
something critical to mention about a certain award, then elaborate on that
particular awardList thereasonfor the award, not just the award or medal
received.

Job Titles:

Do not get caught up in military titles (Captain, Major, Sergeant). Focus more on
communicating the functional area of the job title (Communications Technician,
Emergency Medical Technician, and Nurse). Here are some common translations
that may be helpful

2?2;2 gif(:ilger v Chief_ Executing Officer (CEQ), Direptgr Chief Operatin
(0507) Officer (COO), Deputy Chief Administrator

Field Grade ¥ Executive Officer, Deputy Director, Assistant to the
Officer (O4) Director, Operations Manager

CompanyGrade v Operations Officer, Program Administrator

Officer (01-03) Supervisor
Warrant Officer Y Technical Manager/Specialist/Department Manager
Senior NCOs Y First-Line Supervisor
Sergeant Major Y Senior Advisor

First Sergeant Y Personnel Supervisor

Squad Leader Y Team Leader/Team Chief

Supply Sergeant Y Supply Manager/Logistics Manager
Operations NCO Y Operations Supervisor

Platoon Sergean Y Supervisor/ Instructor/Trainer

100



Military Schools

Make your classroom achievements easy to underdtaetifree to edit course

titles for
Basic Trainin¢ Y
Advanced Individual Training (AITY

Warrior LeadeCourse WLC) Y

Advanced Leade€ourse ALC) Y

Senior Leade€ourse LC) Y

Officer Career Cours Y
Combined Arms Staff Colle¢ Y

Command and Staff Colle Y

War College Y

clarityos

sake. Her e ar e So0ome

Basic Skills Course

Advanced Skills Course (mention
career field)

Basic Leadershipevelopment
Course

AdvancedLeadership and
Management Development
Course

Seniorlevel Leadership Technical
and Management Development
Course

JuniorOfficer Training Course

Senior Managerial Leadership
School

Senior Leaders Program

Executive Leadership School

Remember, it is not necessary to list all the training complgtsickthe most

recent and relevant courses.

Update your ITP

In Section IV: Employment, update the subsection labRleglide employment
history (military and/or civilian) for the last three positions you held
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Cover Letters

A cover letterintroducesyou and convinceshe employer how well your skils,
abilitiesand attributes match therganizatio n desds.

In the same way that the professional introduction that you developed earlier
makes an employer want to hear more about you, your coverdietteid

motivate an employer to read your resume. A cover letter can, in fact, include
some of the same information as your professional introduction

Cower letters should:

T

)l
)l
)l

Normally shouldbe no more than one page long.
Be customized foeach positon or enployer you are targeting. Be relevant.
Not repeat information in your resume.

Utilize a professional letter format.
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Template for Cover Letter

Your Stred Address
City, StateZip Code

Date of Letter

Employeré s amél
Employer6 s Ti tl e
Company Name

Stred Address

City, StateZip Code

Dea [Employer 6 smelN a

INTRODUCTORY PARAGRAPH: You want to tell thereader why you are
writing and rame theposition ordepartment for which you are applying. You also
want to capturethe eaderé atention. Menton howyou head aboutthe
organization orthe gening. Name someongou and thereader know in common
or someonen thecompany that knowsyou. Show you have done smeresearch
on thecompany by talking about newprojeds the company has talen on, he
particular management phlosophy they use,or citing something/ou have read
aboutthem.

BODY: In this sction you want to buid aconrection between your badkground
and thecompany6é seeds If you have any diredly related experience or
education, summezeit here so thereader can belookingfor it in your resume.If
you have relevant skills oracompishmentsrelated to thejob, mention themhere.
You are effedively sunmarizing your skills as tley relateto the company
reseach you have dore. Be sureto do ths in aconfident manner.

CONCLUDING INFORMATION: Indicate your interestin the jd. Stateyou
look forward to beingable to discussyour badkgroundin an inerview. Thank the
reader for his’her time and consiceration.

Sincerely,
Sgnature
Your Name Typed

(101)5551234
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Sample Cover L etter

10 EmersonDrive
Augusta, MEXXXXX

July 12, 20XX

Ms. Mary OHara

Personrel Director

Acoouning Software International
5678 East Do Stred, Suite #1200
Lockridge, Tennesseer7777

Dea Ms. OtHara,

| am drawn to Accouniing Software International becaiseof my interestin
acouning software and the oppdunity to usemy skill setsin amorespecialized
caeer. | am applying to your ad poged onSimplyHired onJuly 8, 20XX for your
Acoounting Software BusinessConsultant posion.

Mr. D.L. Brown isan aajuaintance of minewho works in the sales department of
your company. He hasdescribeda culture of customer commitment throughout
your organization that aligns perfectly with the conviction | have that the most
reliable route to succesgor a company or an individuélis to focus on making
clients more successfith over 12 years showing clienhow to improve

their operations and their bottom line by utilizing all of the features and
capabilities of accounting software programs, | am confident that | will be a
valuable addition to your team.

| look forward to hearing from you to discuss tbpportunity. Thkank you for
your timeand consiceration.

Sincerely,
JamesDonddson

(555) 5555555
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Identify and prepare your professional references

References are an important pat of thejob seach process You will need to
identify peoplewho respectyou. Sekct the people you get along with best; or

with whom you have had a sessful working relationship.It is recommended

that job sekers have four to six professional eferences ready to provide to the
employer. These references shouldrogated. Be careful not to overuse any one
person. Most employers will ask for three references.

In addition, you should identify at least three personal references: These are
friendsor nonprofessional acquaintances who can speak to your character as a
person

Get permission to use someoneasa reference

By talkingto your potential references éhead of ime,you are able torequesttheir
permission and ask them what they would say about y@liolvsyou to dscuss
your jobgoals and howyour experiences qualify you for the position, asvell as
gathering updated contact information

In addition, send acopy of your resume toyour references sothat trey are aware
of what information the pantial employer has andvill beableto intelligently
discuss @ariousaspects of your professonal experience.

Contact Inf ormation

Ensue thatyou have anupdated cdl phonenumberand a professionalemail
addresstheemployer may use to contct them. Ask your references what time of
day they prefer to be contacted and at which number.

Even thouwgh you are prepared with your references when youwalk intothe
interview, wait until asked lefore providing them. Handing eferences to an
interviewer too ealy in the processcan inadrertently communicate an
overbearing level of confidence, or lack thereof, and either of these
misconceptionsyou want to avoid.
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Brainstorm your references
Brainstorm peope who might beable to povide a professonal or
personaleference for you. In the space beloweaord their rames, title
or position, the organization they belong to, and their phone/email
information.

Professional References
Name #1:

Title/Position:

Organization:

Phone/Email:

Name #2:

Title/Position:

Organization:

Phone/Email:

Name #3:

Title/Position:

Organization:

Phone/Email;
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Personal References
Name #1:

Title/Position:

Organization:

Phone/Email:

Name #2:

Title/Position:

Organization:

Phone/Email:

Name #3:

Title/Position:

Organization:

Phone/Email:

Update your ITP

In Section IV: Employment, update the subsections labeled

1 Identify at least 3 professional references
1 Identify at least 3 personal references
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SampleReference List

Michael Cook
135 Oak Streetastport, MD 21111
Phone: (301) 555555 Email: mnacook751@gmail.com

PROFESSIONAL REFERENCES

Captain John Smith, U.S. Army

Building 125, Screaming Eagle Boulevard
Fort Campbell, KY 42223

US Army

Fort Campbell, KY

(270) 1234567

john.l.smith@us.army.mil

Sergeant Jason McMurphey, U.S. Army
11 Market Street

Fort Drum, NY 13602

3155551212

jason.mcmurphey@us.army.mil

Jane Mitchell, Manager
6-12 Convenience Store
987 Main Street

East Port, MD 21403
301-987-6543
jmitchell@6tol12.com
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Section 6: Federal Hiring

NOTE: As Federal employment can be complicated due to the various rules and
regulations that must be adhered to, this section is designed to be a broad
overview of the Federal Employment Process.

For those that wish to pursue a career with the Federal Government, we have
collaborated with the U.S. Office of Personnel Management (OPM) to offer a
separate oifine training moduleContinuing Your Service through Federal
Employmentwhich will providemore information.

This selfpaced learning program is available at
http://jko.jten.mil/courses/tap/TGPS%20Standalone%20Training/start.html

You and your family membersan also access the program via the

FedsHireVets.gov website at
http://lwww.fedshirevets.gov/job/edu/training/Continuing/menu.htm and the
Department of Labor Veteransd Empl oyment
Transition Assistance Program (TAP) Information page at
http://www.dol.gov/vets/programs/tap.htm. When you navigate to this page,

click on theAccess the TAP Virtual Curriculum button in the middle of the

page.

Letdbébs begin!

Federal Hiring, Federal Resumes and Federal Programs

Federa jobs ofer stability unmathed by mostprivate companes. Veteransre
particularly valued by many government agencies dueto theirtransferable skills.

To better promote and facilitate hiring of Veterans into the federal workforce, the
Veterans Employment Initiative established Veteran Employment Program

Offices at federal agencies and created the Feds Hire Vets website. This Initiative
will be coveredater in this section

This section will provide you witknowledgeaboutthefollowing topics:
1 Federal Civil Service
o Competitive Service

o0 Excepted Service
0 Senior Executive Service
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Vet eransod Preference
Special Hiring Authorities for Veterans

Job Classifiation

Veterans Employment Initiative

Finding Jobs

Understanding the Vacancy Announcement
Application Procedures

Federal Resume Writing Tips

Federal Interviews

Getting the Offer

=4 =2 4 A4 A4 -4 A4 -5 -5 -2

Federal Civil Service
The Federal Civil Service is comprised of three distsecvices:

1 Competitive Service
1 Excepted Service
9 Senior Executive Service

Competitive Service

Compgtitive sewice jobsare under OPM's jurisdicton and subgd to thecivil

savice laws passedby Congessto ensurethatapplicants andemployees receive

fair and equal treamentin the hring process. Theselaws give sslecting officials
broad authority to review more than onespplicant souce before determining the
best-qualified candidae based on jobrelated criteria. A basic grinciple of federa
empbyment is thatll candidats mustmeet the qualificaion requirements ér the
position for which they receive an appointment.Competitive Service positions are
by far, the vast majority of jobs in the Federal Civil Service.

Note: Veterars Orefepence appliesto thesdedera job openings.

ExceptedSerice

Exceptedservice posiionsare exceptedby law, by exeautive order, or by action
of OPM placing apositon orgroup of posiions inexcepted sevice SchedulesA,
B, or C.For example, certain entireagencies suth as the Postabervice and the
Centra Intelligence Agency are exceptedby law. In other cases, certain jobs or
classs of jobsin an agency are exceptedby OPM. Thisincludes pogionssuch as
attorreys, claplains, student teinees, and othes.
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NOTE: Theexceptedserviceis subpd to the povisio ns o f prefetereer ans 6
unless othewise exempted. SomeFedera agencies sich as the Cendl

Intelligence Agency (CIA) have only exceptedservice posiions.In other

instarces, certain organizations within aregency or even gedfic jobs nay be
exceptedfrom civil savice procedures.

Senior Executive Service (SES)

SES posdiionsincludeposiionsclassified aboveGS-15 that includeluties
involving one ormoreof thefunctional criteria (exeautive or managerial)
identified inlaw. V e t e prefenescé&does notapply

Applicants for SES positions will need to describe their Executive Core
Quialifications (ECQs). These five qualifications, necessary for effective
performance in any SES position, are Leading Change, Leading People, Results
Driven, Business Acumen, and Biliihg Coalitions.

The Guide to Senior Executive Service Qualifications, available at
https://www.opm.gov/policy-data-oversight/seniorexecutive
service/referencematerials/guidesesservices.pdirovides detailed information
about the ECQs and examples oitbey can be described in a resume or an
accomplishment record

An Executive Resources Board (ERB), a panel appointed by the head of each
Federal agencygeviews the executive qualifications of each eligible candidate
and makes recommendaticaisout thecandidate$o anappointing official

Before a candidate who is tentatively selected for an SES positon can be
appointed, a Qualifications Review Board (QRB) administered by the United
States Office of Personnel Management (OPM) must review and certify a
candi dateds Executive Core Qualifications.

Vet er Rrefexahce

Vet e prefenescégives eligibleV e t e prefaenescéin appointnent over

many other applicants.V e t e r refeneacéappfies, to virtualy all new

appointments in botlihe compettive and exceptedsavicee Vet er aeneacé pr e f
does notguarantee Veteransajob and it does notapply to internal agency actions

suchas promoions, tensfers, reassgnmentsand reinstatements.

V e t e prefeneacécan beconfusing. Thelaw followed inFederal civilian
employment can befound inTitle 5, United States Code, Sedion 2108 § USC
2108. Veterans' preference eligibility is based on dates of active duty service,
receipt of a campaign badge, Purple Heart, or a secoioceected disabilityNot
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all Veteransare consdered Veterars for the puposeof federal civilian
employment,and not all ative duy seviceis qualifying for Veterars preference.

Only Veterans disharged or released from adive duty in thearmed forces under
honorable conditions ae eligible for Veterars' preference This meansyou must
havebeen disclarged under an honaable orgenera discharge.

If youarea"retired mamber of thearmed forces" you are notincluded inthe
definition of preference eligible unlessyou are adisabled Veteran ORou retired
below therank of mgjor orits eqiivalent (O-4).

There are basically three types of preference eligibles, disabled (10 point
preference eligible), nedisabled (5 point preference eligible) and sole
survivorship preferencé (point preference eligible).

You are a goint Preference eligibleno points are added to the passing score or
rating of a veteran who is the only surviving child in a family in which the father
or mother or one or more siblings:

1. Servedn the armedorces, and

2.Was killed, died as a result of wounds, accident, or disease, is in a captured or
missing in action status, or is permanently 100 percent disabled or hospitalized on
a continuing basis (and is not employed gainfully because of the disability
hospitalization), where

3. Thedeath, status, or disability did not result from the intentional misconduct or
willful neglect of the parent or sibling and was not incurred during a period of
unauthorized absence.

You are a 5 point preference eligililgiour active duty service meets any of the
following:

1. For more than 180 consecutive days, other than for training, any part of which
occurred during the period beginning September 11, 2001, and ending on
August 31, 2010, the last day of Operation Ifaggedom, OR

2. BetweenAugust 2, 1990 and January 2, 1992, OR

3. For more than 180 consecutive days, other than for training, any part of which
occurred after January 31, 1955 and before October 15, 1976.

4. In a war, campaign or expedition for which a campaigrgbdths been
authorized or between April 28, 1952 and July 1, 1955.
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You are a 10 point prefereneggible if you served at any time, and you:

1. havea service connected disability, OR
2. receiveda Purple Heart.

Now that we have discussed your preference eligibility and the associated points,
let's discuss preference groups. Preference eligibles are divided into five basic
groups as follows:

CPS- Disability rating of 30% or more (10 points)

CP- Disability ratingof at least 10% but less than 30% (10 points)
XP - Disability rating less than 10% (10 points)

TP - Preference eligibles with no disability rating (5 points)

SSPi Sole Survivorship Preference (0 points)

=A =4 =4 =4 4

NOTE: Disabled Veteransaceave 10 poits regardless oftheir disability rating.
When agencies usea numerical rating and ranking system to @terminethe best
qualified applicants fora posiion, an additional 5 orl10 poirts ae added tothe
numeical score of qualified preference eligible Veterans.

When an agency does ot use anumeical rating system, peference eligibles who
have acompensble srvice-conreded disbility of 10 percent or mae (CPS CP)
are placed at the top ofthe hghest ategory on thereferra list (except for
scientific or profesgonal positionsat the GS-9 lewe or higher). XPand TP
preference eligibles ae placed above nonpreference eligibles within their
assgned caegory.

You must providecceptade dacumenttion of your preference or appoirntment
eligibility. Acceptable documentation may be:

1 Thememler 4 copy of your DD214,"Certifi cate of Releaseor Discharge
fromActive Duty," is preferable.

1 A “certification" that is a written document from the armed forces that
certifies the service member is expectetealischarged or released from
active duty service in the armed forces under honorable conditions not later
than 120 days after the date the certification is signed.

If claiming 10 pointpreference, youwill need to subnit a Sandard Form (SF15)
"Applicaion for 10-pointV e t e Prefanesc®”
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Rating and Ranking Applicants in the Competitive Service

Applicants for competitive service positions (the majority of Federal jobs) are
rated and ranked using a category ranking system.

Names ofall eligible candidaies inthe highest quality caegory are referred on the
Certifi cate of Eligibles tothe slecting official for consiceration.

1 Selecting official selects from among candidates in highest quality category

1 Preference eligibleare listed ahead of negpreference eligibles within each
quality category

T Absolute Veteransd preference is within

Qualified prekrence eligibles with acompensble savice-connected disbility of
30%or more(CPS and thosewith acompensble service-conreded disabilty of
morethan 10% butessthan 30%(CP) areplaced at thetop ofthe highest qualty
caegory (excludingscientific or professonal positions at GS9 lewvel or higher).

For scientific and professional positonsat the GS-9 or higher, place qualified

CPS and CP peference digibles alove non-preference eligibles within thesame
quality caegory for which they are assesed (CPS and CPeligibles do nofifloat 0
to the hghest quality caegory).

To determinecandidakes placement in a gality category, qualified applicants ae
still evaluated and relativel y ranked based on theKSAs andcompegncies
idertified for the positon throgh ajob analysis. Therating method takes into
acounttheir relative posssson of job-related experience, educdion, training,
special projects oracompishments and o¢h job-related behavioral evidernce
Based on ths asessment, candidaes are placed into oneof two ormorequality
caegories hat are defined by the agency.

Although V e t prefesentesadplies undyr caegory rating, preference eligibles
do notget additional poirts adad totheir score.

Selection must be radefrom the hghest quality category in which three or more
candidaes exist. Within a quality category, aV e t e iprefaneacéeligible cannot
bepassed oer to sled anon-preference eligible unlessan objection is sustaired.
If there are fewer than 3 candidaes inthe highest category, the selkeding official
may ask tocomhineit with the next lower caegory. In this ase, any preference
eligibles inthelower category would moveto the top of thecomhined caegory.

Notethatcaegory-based rating procedures dill preserve and protect therights of
Veterans wen fillingjobs throgh gpen compettive examining methods &l U.S.
citizens may apply) by incarporating rulesfor giving them sgnifi cant ecial
priority in referral and sekdion as described above.
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EXAMPLE OF A CATEGORY-BASED REFERRAL SELECT ION
CERTIFICATE:
Example: HR Speaalist, Series 201, Gade 11

T

Three quality categories (HigheSualified, WellQualified, Qualified)
were established for the position.

Applicants who meet basic qualification requirements established for the
position and whose jelelated competencies or Knowledge, Skills and
Abilities (KSAs) have been assessed are ranked by being placed in one of
the three quality categories.

A preference eligible with-point preference (TP) who meets the
requirements for the WeQualified category is identified and is placed at
the top ofthe WellQualified category.

A preference eligible with a servia®nnected disability of 30% (CPS)
who meets the requirements for the Qualified category is identified.
Because of the series and grade in this example, the qualified preference

eligible mustbe placed at the top of the High€3talified category.

NOTE: An agency may notselect anon-preference eligible if thereis a
preference eligible inthe same category unlessthe agency receives

approval to passover the preference digible.

Eligibles Ranked by
Quality Catega'y Based
on Review of
Qualifications &
Assessment Tool(s)

Identify Preference
Eligibles

Apply Veteransd
Preference
for Certificate of Eligibles

Hi ghest-Qualified

Highest-Qualified

Highest-Qualified

Joyce Rogers
George Washington

Joyce Rogers
George Washington (T

Ben RFarklin Ben Franklin Cameron Rules (CPS)
ThomasJefferson Thomas Jefferson Ben Franklin
Thomas Jefferson
Well-Qualified Well-Qualified Well-Qualified

George Washington (TP
Joyce Rogers

Qualified
Preston Foster
Cameron Rules

Qualified
Preston Foster
Cameron Rules (CPS

Qualified
Preston Foster
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A Note on Rating and Ranking in the Excepted Service

Each agency establisbdefinite rules regarding the acceptance of applications for
employment in positions coveredder the excepted service and apphese

rules uniformly to all applicants.

Special Hiring Authorities for Veterans

Vet e rReaugnent Appointment (VRA)
Vet e Recrnitsnét Appointment(VRA) is anexceptedauthority thatallows
agencies, to appoint gjible Veterars without comgtition. If you:

i arein recept of acampaign badgefor service duringawar or in a
campagn orexpedition; OR

are adisabledVeteran OR

1 arein receapt of an Armed Forces Service Medd for participation in a
military operation, OR

are arecently sepasted Veteran(within thelast 3yeas), AND

separated under honorable conditions (ths mens anhonaable or general
discharge), youare VRA dligible.

You can beappointed under this authoity at any gradelevel up to and indudinga

GS-11 orequivalent. Thisis anexcepted ®rvice appoirtment.After successfuly
competing 2 yeas, you will beconverted to thecompettive srvice Vet er ans 6
preference applies when usingthe VRA authortty.

Agenciescan also use VRAto fill temporary (notto exceel 1year) orterm (more
than lyea but not toexceed 4 yeas) posiions.If you are employed in a
temporary or term positon unar VRA, you will not beconverted tothe
compettive srvice after 2 years.

Thereis no imit to the numbr of timesyou can apply under VRA.

You must providecceptable dacumengtion of your preference or appoirtment

eigibility. Thememler 4 copy of your DD214,"Certificate of Releaseor

Discharge fromActive Duy," is preferable. If claming 10 pointpreference, you

will need to submit a Sandard Form (SF-15), "Application for 10-pointVet er an s 0
Preference”

Veterans Employment Opportunity Act (VEOA)

TheVEOA is acompettive srvice appointing autharity thatcan oy be used
when filling permanent, compettive srvice positions.It cannot be ugd to fill
excepted rvice posiions.It allowsVeterars toapply to annomcementsthatare
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only open to socalled "statls" candidaes, which means"current conpetitive
savice employees.”

To bedligible for aVEOA appointment,your latest discharge mustbeissued
under honaable conditions (ths mens anhonaable orgeneral discharge), AND
you must besither:

1 apreference eligible (defined in itle 5 U.SC. 2108(3)), OR
1 aVeteranwho substantidy competed 3 or mare yeas ofadive service

When agenciesreauit from ouside theirown workforce under merit promotion
(internal) procedures, amouncements muststateVEOA is applicable.As aVEOA
eligible you are not subjet to geographic area of consiceration limitations.When
applying under VEOA, you must ate and rank amongthe kest qualifed when
compaed to curent empbyee applicantsin order to beconsidered for
appoinment. Veterarsopreference does notapply to internal agency adions such
as promoions, tiansfers, reassgnments and @nstaements.

Current orformer federal empbyees mesting VEOA dligibility can apply.
However, current employees aplying under VEOA are suljed to time-in-grade
restrictions ke any otherGeneral Schedule employee

"Active Savice" under VEOA means ative duty in auniformed grvice and
includes full- time training duty, annual training duty, full-time National Guard
duty, and attendance, while in theadive service, at a £hool deggnatedas a
service school by law or by the Seaetary concerned.

"Preference eligible” under VEOA includes thcse family members entitled to
derived preference.

NOTE: If you want to find out more aboderived preference ifederal
employment, the online Transition GPS course includes a module on federal
hiring. This selfpaced learning program is available at
http://jko.jten.mil/courses/tap/TGPS%20Standalone%20Training/start.html

You and your family membersan also accessining modulevia the

FedsHireVets.gov website at
http://lwww.fedshirevets.gov/job/edu/training/Continuing/menu.htmand the
DepartmentoL abor Vet er an s orainhqPelviceyDOL VETS)and T
Transition Assistance Program (TAP) Information page at
http://www.dol.gov/vets/programs/tap.htm. When you navigate to this page,

click on theAccess the TAP Virtual Curriculum button in the middle of the

page.
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You must provid acceptable daumengtion of your preference or appointment

eigibility. Themember 4 copy of your DD214, iCertifi cate of Releaseor

Discharge fromActive Duy,0is preferable. If claiming 10 pointpreference, you

will neal to sibomit a Sandard Form (S--15), iApplication for 10-pointVet er ans 0
Preference0

30% or More Disabled Veteran Appointment
30%or More DisabledVeteranalowsany Veteranwith a 3% or mae service-
conreded disabiliy to be nm-compettively appointed.

You are eligibleif you:

1 retired fromadive military service with a srvice-conreded disbility
rating of 30%or more; OR

1 havearating by the Department of VeteranAffairs showing acompensable
service-conrected disbility of 30%or more.

This autheity can beused to make permanent, temporary (notto exceal 1 year)
or term (maethan lyear, but rot more than 4)appoirtmentsin thecompettive
service Thereis nogradeleve restriction.

When usingthis authaeity to appoint on g@ermanent basisyou are first daced on
atime Imited appointment ofat least 60 dys andthenconwverted to a @rmanent
appointmentat maregemert's disretion. When theauthority is used for
temporary or term appoirtments,you will not beconverted to a germanent
appointment.You must providecceptabledocumengtion of your preference or
appointmenteligibility. Thememtler 4 copy of your DD214, fiCertifi cate of
Releaseor Discharge from Active Duty,0is preferable. If claiming 10 point
preference you will need to subnit a Sandard Form (SF-15), iiApplication for
10poi nt \Peferencea ns 6

Disabled VeteransEnrolled in a VA Training Program

Disabled Veterars elgible for training under theVA vocaional rehabilitation
program may enroll for training or work experience at an agency under theterms
of an agreament letween theagency and VA. While enrolled in the VA program,
theVeteranis not afederal employee formostpurposes but is a bneficiary of the
VA.

Training is tailored totheindividual's needsand gaoals, so theeis no seténgth. If
the trainingis intended to prepare the individual for eventual appointmentin the
agency rather than just preide work experience, theagency must ensue that the
training will enable theVeteranto meet thequalification requirements forthe
posiion.
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Upon skcessfulcompetion, the hostgency and VA give theVeterana

Certifi cae of Training showing the accupational seriesand grade level of the
posiion for which trained. TheCertifi cate of Training allows any agency to
appointthe Veterannoncompettively under astatus quo appoiment which nmay
be converted to areer or carea-condtional at any time.

Schedule A - Appointing Authority for People with Disabilities

Though not sgcificaly for Veterans, thé&cheduleA authority for peoplewith

disabilities, is arexceptedauthority thatagencies an useto appointeligible

Veteransvho have a svere physical, psychdogical, or intelledual disability.

Vet eransdé preference applies when agencies

Il f c | ai mipneferenceyolenmust pravidle acceptable documentation of
your preference or appointment eligibility. The member 4 copy of your DD214,
"Certificate of Release or Discharge from Active Duty," is preferable. If eligible
to claim10 point preference, you will @& to submit a Standard Form ($5),

A

AAppl i cafpioomtf &¥rt®r0® ansd Preference. 0

To be eligible for the ScheduleA Appointing Authority for People with Disabilities
you must:

Show eligibility for the appointing authority angtoof of your disability.
Documertation may befrom any licensedmedical professonal (e.g., aphysician
or othermedcad professonal certifi ed by a state, the Distrct of Cdumbia, or a
US territory to practice medcine), alicensed vocaional rehabilitation sgeaalist
(i.e., Sate orprivate), or any federal or stateagency, or agency of theDistrict of
Cdumbaor aUS territory that issues or povides disabity benefits. Your
medca docunentationshould dstinguish between disabilties thet are tempoary,
or transient, vesus dsabilities,which are chronic, permanent, an-going, or
unresolvedwith noend in sght.

Theabovedocumengtion may be comhined in ane letteror you can provideit in
sefrate lettes.

Sample Schedule A |l etters can be found on
https://www.opm.gov/policy-data-oversight/disability-employment/gettinga-
job/sampleschedaletters.pdf

Agencies usehis auhority, at their discretion, to appoinindividualsat any grade

level and forany job (time-limitedor permanent) for which theyqualify. Vet er ans 6
preference applies when agencies hireindividuals unér this authaoity. After two

years of satisfactory service, theagency may convert the individua) without

compettion, to thecompettive srvice

Thereis no imit to the numkr of timesyou can apply under this authaity.
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OPM encourages job-seeking Veterans t@ask for considration undr as many
hiring authoritiesas they are eligible, in additon to chiming their preference
under thecompettive examining process (ifapplicable).

NOTE: The USOffice of Personrel Management hascreated aone-stop esource
for federal employment inbrmation for Veterans.www.fedshirevets.gov

This stewill beyour nost valuableesource in learning aboutspecial hiring
authorities specifically, and overd&lédera employmentfor Veterans

Job Classificationswithin the Federal Government

WageGrade (WG 1-15) General Schedule (1-15)
A Hourly employees A Salaried positions with begfits
A Considred blue-collaredjobs A Considred White Collar Jobs
A Positions comawith berefits A Positions have grades 1-15

Educaion and Experience Requirementfor Administrative and Managment
Positions:

GENERAL SPECIALI ZED
GRADE EDUCATION EXPERIENCE | EXPERIENCE
GS5 4-year courseof study leading | 3 years, lyear None
to a lachelor's degree of which was
equivalent to at
least GS-4
GS-7 1 full year of graduate level None 1 year equivalent
educaion to at least GS-5
or
supeior academic achievement
GS-9 Maskr's orequivdent graduate None 1 year equivalent
degree to at least GS-7
or
2 full years of progressvely
higher level graduate education
leading to swch adegree
or
LL.B. orJ.D., if related
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GENERAL SPECIALI ZED

GRADE EDUCATION EXPERIENCE | EXPERIENCE
GS-11 Ph.D. orequivalent dodoral None 1 year equivalent
degree to at least G5-9
or

3 full years of progressvely
higher level graduate educaion
leading to swch adegree

or
LL.M., if related
GS-12 None None 1 year equivalent
and to at least net
above lower grade level

NOTE: Equivalentcomhbnations ofeducation and experience are qualifyingfor
al grade lewes for which both edcation and experience are acceptabke.

For experience and education requirementfor other General Schedule positions
view the OPM Qualification Standardsat: https://www.opm.gov/policy-data-
oversight/classificationqualifications/generatschedulequalification -
standards

By way of background,all federal civilian employees ocupy postionsin the
compettive srvice, theexcepted ®rvice, or thesenior exeautive service The
main diferences between the thiee employment systems ee in the manrer that
candidats apply for jobsand inthe oppatunity for appoirtees tomovewithin the
federa sevice Eadc employmentsystem is overed by different laws and
regulatiors.

Veterans Employment Initiative

OnNovember9, 2009,PresidentBarack Obama signed Exeautive Order 13518,
Employment of Veteranan the Federal Government, which establishe the
Veterans€Employment Initiative. Thelnitiative is astrategic, straightforward
approach to helpinghe menand wonen whohave seved aur county in the
military find empbyment inthefedera government. It also underscores the
importance of digningthe talents of these indiduals with ley posiitons sahe
government is betterposiioned to med mission objectives andcitizens ae better
served. The President noted:
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fAs oneof thenationd leading employers, thefederal governmentis in reed of
highly skilled indivduals to meet agency staffing needsand to suppd mission
objectives. OurVeterars, whohave benefited from training and development
duringthear military savice, possess wide variety of skills andexperiences, as
well as the motivation fopublic servicethatwill help fulfill federal agenciesd
stefing needs. It is theefore the polcy of my administration to enlance
recruitment of and promae employment g@portunitiesfor Veterars withinthe
exeautive branch, consistent with merit system prirtiples andVeterarsd
preferences prescribed by law. The federal government willthereby help lead by
example in promotingveterarsdemployment.o

Thisinitiative:

1 Established/eteranEmployment Program Offices in the Bleral
agencies responsible for promotivigterars' recruitment, employment,
training and development, and retention within their respective agencies.
Veterars are encouraged to contact these individuals for specific
information on employment opportunities in those agencies.

1 Created the Feds Hire Vets Website to provide a singjiet for Veterars
employment information t¥eterars, their families, hiring managers, and
an information gateway diederal employment foveterars.

There are many advantages for Veterans in théederal job maket. Thefederd
government is focusedon hiring Veterans.Your siccess asaVeteran seking
federa employment aepends onyour knowledge of the federal employment
process.

Learn more of what the Veterans Employment Initiative has to offer youat
www.fedshirevets.gov and its associated social media sites.

Finding Jobs
What are thetypes of jdbs you are seeking?
Where could you go to find listings of openings?

Ourfocus will be onUSAJOBS.gov, theFed er a l Government s of fi c
for federaljob listings.

When seking federal employment, itis important to have atargeted positionn
mind to lelp you navigatethe system.

Most federal jobstoday you can apply for with aresune. Resumes muste
targeted and tailoed totheposiion. Applicantsare encouraged to uigeresume
builder on USAJOBS to ensue theirresume isn thefedera format. Federal
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resumescould besevera pages inlength as opposd to a peferred one or two
pages by the private ®dor.

There are many federa agenciesand onany given day, USAJOBS liststhousaris
of jobsavailable with most of tleseagencies.

Justlike in any typeof job serch, start by knowing what type of job you want
and tren narrow your search for that job.

Themosteffedive method to find afederd job as a Veteran igo sach the
USAJOBS website. Twenty four agencielave a VeteranEmployment Program
Officeresponsble for promaing Veteranreauitment, empbyment, training and
development, andretention within theirrespective agencies.Veteransare
encouraged to conéct theseindividuals for speific information onemployment
opportunites inthoseagencies.A completelisting of thesandividualsand
contact information @n be foundat www.fedshirevets.govunder Agency
Directory tab.

If you are eligible for one of thespecial hiring authoritiesfor Veteranspe sure to
mention it. Here isa quick tourof USAJOBS.gov and anothergreat site,
FedsHireVets.govthatcan help you inyour jobseach.

You do not ned an acwunt on LBAJOBS in order to sach for ajob. To apply
for ajob, however, you mustregister. Also make sureto ched outthelink
www.fedshirevets.gov. Thisis the federa Government® one-stoprescource for
Federal employment information for Veterars.

Understanding the Vacancy Announcement

Themostimportant compment of asuccessfulfedera job search is aclear
understanding of the requirements ouihed in the vacancy annauncement.A
Vacacy Annourncement is wiat thefederal governmentcdls a job @scription.
Note that therés a difference between being eligible and qualifiedor federa
postions.In order to beselected, acandidate musineet bath criteria

Eligible

Being eligible for aposiion mens neding basic criteria swch as
being aUS federal empbyee. Makesureto review the criteria listed in
theVacancy Announcement.

Qualified

To bequdified for apogtion, you mustmed theskills, spedfic
experience and othercriteria outined in the Vacancy Annourcement.
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Vacancy Announcements

T

Announcement Number Used tadentify the position listed on the
vacancy announcement.

Series andGrade: Reflects the entry grade level (corresponds to the
salary) for this position. It also identifies the position within its
occupational category.

Promotion Potential: The highest possible grade level that a person can
achieve within this position.

Opening/ClosingDates Applications must be submitted to the appropriate
location by 11:59 pm on the closing date.

Areas of Consideration/Who MayApply: Some positions areohopened
to everyone. Sometimes they are limited to current federal employees,
employees of a specific agency, displaced employees or VEOA eligibles.

Job ResponsibilitiesDuties: Information under experience should
highlight successes in addition to thesdription of position duties. Use
key words from this portion of the Vacancy Announcement to create
responses for the KSA section.

Qualifications and Evaluations. Outlines all of the required experience
and education for candidacy. Pay special attentidretause it is what is
considered to be the most important qualifier for the position. Also a great
place to find and select key words and specific skills. This is where the
bulk of your analysis of the vacancy announcement will take place. Make
sure yothave all of these requirements before submitting or you are
wasting your time. Ensure that you follow the directions in the evaluation
criteria.

Benefits and Other Information : Clear cut and tells you what you are
going to receive as an employee

Occasionlly there are some special considerations; these are pesition
specific.

If you need reasonable accommodation for your disability for the interview,
the vacancy announcement will usually tell you how to obtain it.
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Example Announcement

Job Title: Accountant

Department: Department Of Agriculture
Agency: Rural Housing Service
Job Annourcement Numler: 10-RD-167-DEU

SALARY RANGE: $38,790.00 $89,450.00yea
OPEN PRRIOD: August06, 2010 tcSeptemter 07,2010
SERIES & GRADE: GS-05107/12

QualificaionsRequired

A. Degree accouning; or adegreein arelated field suchas busness
administration, finance, or public administration that incluéd orwas
suppementd by 24 semeser haurs in a&ccouning. The24 hours may
include up to &ours ofcredit in business ha.

OR

B. Combnation of education and experience -- at least 4 years of
experience in acmuning, or an equivdent combination ofccounting
experience, college-level educaion, and trainingthat provided
professona accouning knowledge. Theapplicant's badkgroundmust
alsoincludeoneof thefollowing:

FortheGS-12 level:

Applicantsmust possess Ylea of spedalized experience equivalent to at
leastthe GS-11; orits nonfederal equivalent. Thereis not sulstitution of
education for spedalized experience at the GS-12 lewe.

Examples of sgdalized experience at this grade level include butare not limited
to: profesgonal accouningwork experience in preparing, analyzing, interpreting
and presenting accouning data; operating, maintainirg, and modfying accourting
systems; usingccouninginformation to ecmmend solutons to maegement
problemsand stricturing of organization programs; maraging, operating, and
analyzing cost a&couning systemsin conrection with dher busiressactivities;
designing, implementing, and assessingnterna control processesand systems.

Forthe GS-11 level:

Applicants must possess lyear of spedalized experience equivalent to at
leastthe GS-09; orits nonfederal equivalent OR 3years of progressvely
higher level graduate education leading to a Ph.D. degree or Ph.D. or
equivalent doctoral degree

Examples of sgdalized experience at this grade level include butare not limited
to: professonal accouningwork experiencein preparing accouning and
financial reports foruseby otheas; anal yzing and reconciling reports to
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refled anorganization's financial adivities andstatus ofunds; asigning,
developing, examining and interpreting acouning data, setements and
reportsfor managements use; andreviewing and financial staementsand
reports for the puposeof maintaining integrity of financial information
and montoring program effectiveness.

For the GS-09 level:

Applicants must possess Year of spedalized experience equivalent to at least
the GS-07; orits nonfedera equvaent OR 2years of progressvely higher
level graduate education leading to a maste's degree or maser's or equivalent
graduate degree.

For the GS-07 level:

Applicants must possess Year of spedalized experience equivalent to at least
the GS-05; orits nonfedera equivalent OR lyear of graduate-level educaion
or superior academc achievement.

Qualification and Experi ence Rulesfor Success:

1 Always chek the quificaions frst béore applying for the posiion. If
the applicant cannotdemonstete having performed the qalificaions in the
past, they will not qualfy.

1 Thequadlification experience cited MUST belisted on thepplicaionas
well, regardliess of howlong ago orwhetherit was volunter experience.

1 Rea the jobannourcementcarefully! Try to understand the reds of the
job in ader to weave persaonal experience into the qualifications.

1 As asepaate bullet orparagraph, enterpertinent training, awards,
recognition, etc.

1 Do not to beafraid to tootyourown horn. Thisisyourchanceé no o n e
elsewill do it for you.
REMEMBE R é . ep éogies ofyour qualifications! After spendingso nmuch
time creating them, tley will not have to recreae them for another posiion.
Thesequalificationsare usedover and ower again in federal job annourcemens.

Application Procedures
Pay particular attention tothespeific diredions in ths setion as exch is
different.
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Points of Contact

Applicants could be natied by the government five times.If you are not notified
of these steps in artiely manrer, follow upby cdling or emaiingthe point of
contad onthe vacaicy annourcement.If you krow sorreonewithin the agency
who is mentoringyou, ask him or ler for adviceon the lest way to follow up.
Keep in mind thateat agency has delegation ofauthority so not ewery hiring
authority follows the ameproceduresYou may not hea anything if you are not
eligible, not qualifial, or both.

The five posible pants of contact are:
1. When the application ieceived usually receive this electronically
2. When it has beereviewed andeferred or not to a selection official

3. When you are going to be interviewdedeceive a notification to set a day
and time

4. When you are being considered for the posdigetting theob is not
guaranteed at this stage

5. When you receive an offer for the position

Federal Resume Writing Tips

Use the USAJOBS Resume Builder

USAJOBS Resume Builder is a tool that allows you to build a resume within
USAJOBS, and is formatted to ensure tha frave all of the basic information
required by Federal agencies for your application. USAJOBS also allows you to
upload your own document to your account.

This is the preferred method of developing a resume for a Federal job
application.

For more information and for a tutorial on the USAJOBS Resume Builder, visit
https://help.usajobs.gov/index.php/Main_Page

Here are more tips:

1 Thisisyourbest marketingtool, emphaste your strengths.

1 Highlight relevant knowled@, skills, andattributes where you may not
have diredly relevant experience

Statethefacs.Avoid belef or judgment saétements.

Custanize your resumeto ead job.
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1 Focus onareas where your previous experience or education owerlaps with
the experience or education described in the Job Oppatunity
Announcement.

1 Providesuficient detail but useconcise kbnguage. Avoid informationthat
does not add sutakice

Usehealings toguide he reader.

Use all available space if appropriate as Federal resumes are not limited to
1-2 pages

Steps for writi ng an effectiveresume

1. Urderstandthe Job

Know the jobyou are applying for. Understand thetype of work you would
perform, if selected. Understand what hiring managers consicer when
determining whether candidaes are qualified for ajob.

Gather job information

Obtain the db Oppatunity Announcementat www.USAJOBS.govand
analyze the Duties, dquiremens, and Qualificaionssedions; the
locations, seurity cleaances, physical demands, and therganization®
website

Pay Attention to Keywords

Before beginning to write aresume, think about which keywords best
describe your chosencareer field. You could be themostqualified person
for thejob, butyou could be lost in aea of applicants withouttheright
keywords.

Study Job Oppatunity Annourcements to dtermineimportant keywords.
Review svera job announncements and theiquestions foryour ideal job.
Find knowledge, skills, experience educaion and otler credentials
important in your career field.
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2. Consder your Qualifications

Getting stated writing aresumecan bechallenging. It is common fopeople to
get caught up in esumeformatbefore they have really consicered thecontent.
Oneof thefirst things you should do &fore you stat writing aresume igo think
aboutall of thethings thatmight make you qualified for ajob.

Look to Sources Think Outsidethe Box
Formerjob descriptions Leadershiproles in so@l organizations
Supervisory reviews and feedback Volunteer experiences
Transcripts Projeds
Coursefeaedbadk Professond/acalemic
Military honas Challenges/successes
Awardsand Recognition Spedal assgnments
Custaner acknowledgements Travel experiences
Survey results

Your qualifications ae evaluated in three primary ways:

1 Your previousexperience (paid and unpaid)
1 Your level of education
1 Training

3. Create a ChronologicaResume
Chronological Resumes show the mostacent experience listedfirst, followed by
each previous job.

4. CeatetheBasic Qutline and Write Job and Persaonal I nfor mation

Thefederal resume templaten USAJOBS.gov is an excellent tool that will guide
you through this process.

Write theJob Information £dion and Persorel Information sdion.

5. Write your Experience

The experience section should demonstte the quality of your experience, the
compexity of work you performed,how independently you worked, theextent
your experienceis related tothetarget job, and any outcomes,awardsand
recognition you received.
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Thegoal is to writeyour experience as clearly and simply as possibe. Make it
easy to understand exadly what you did. Focus on gality and subgantive
contert, ratherthan lemgth. Below are somebest pradices andpitfallsto avoid
when writing your experience.

Best Practice Pitfall
Useoutline with headings Text blocks with Semicolons
Show specialization Generic task list
Include accomplishments Too short/too long
Highlight special projects Acronyms
Use plain language Complex sentence structure
Focus on quality Focus on quantity

Writing your experience can be a little challenging. Break it down into simple
steps. Think in terms of outlining your major work activities and then get more
specific. The process is broken down into three steps:

Step 1: Outline the major work activities

Step 2: Fill in tasks and skills associated with each work activity to show what
you did, keeping it simple and to the point

Step 3: Integrate accomplishments to show results

1 Who was impacted as a result?

How significant was the impact?

What were the costavings?

Did you exceed deadlines?

Did you receive awards or recognition?
What changed?

What improved?

= =4 4 -4 A -2
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6. Write your Education
Several considerations influence how you present your education on a resume:

1 How important is education to your career fieltthe target job?
What is the major or field of study and highest level of education required?
Are you a new graduate or do you have many years of work experience?

Is your experience closely related to the target job?

= =2 =2 =2

Is your education closely relatedttee target job?
Job seekers with minimal education beyond high school

1 Emphasize the courses completed, specialized trainintegab training
1 List high school coursework that is relevant to the job

1 List any courses completed through community collégehnical or
vocational schools

1 Include education, training, professional development, or continuing
education in the education section and consider organizing by topic area

Example Education Section 1: Minimal Education Beyond High School
This examplelsows coursework by topic area.
Education and Training

Information Technology and Management

Spreadsheet Skills CowsHarrisburg Community College Spring2006
Information Management Courdgniversity of Phoenix Online  Fall 2005

General Business

Corporate Financial Aalysis, Business Series Webinar Fall 2005
Basic Accounting Courséjarrisburg Community College Spring 2004

Chesapake High School, Anytown, USA May 2001

Elective Coursework Business Concentration: Business Finance, Economics,
Accourting, Management, Data Management
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Job seekers with some college completed:

1 Emphasize coursework completed toward a degree and number of credits
completed

1 Include honors, significant courses, major papers

1 Consider listing other training in the educatssction

Example Education Section 2: Some College and Specialized Training
Completed

This example highlights some more recentielated training over the college
coursework completed. Depending on the relevance of additional training (e.g., if
this person is applying to a job requiring project management), it may make sense
to list it first.

Education and Training
GovGrad School

Project Management, 3 CE crexd Spring 2005
Managing People and Work Teams, 3 CE credits Spring 2004
Fargo Community College,Fargo, ND 58102 2001- 2003

Completed 45 semester hours toward Associate of Arts in Business
Administration GPA: 3.10

Significant coursework: Business Finance, Economics, Accounting,
Management, Data Management

Job Seekers who are college graduates

Emphasize your college degree

1 Include honors, awards, scholarships, GPA, significant courses, major
papers or thesis, and assistantships

1 Separate formal education from professional development or continuing
education

College graduates with expenice should balance education and experience
emphasis. Consider what is most related to the target job.

Q. Should I put my education or exsrce first on my resume?

A. It depends. Some resume building software, like the USAJOBS,
Resume Builder, automatically list education after experience. If you
creating your own resume, consider what you want to emphasize.
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Example Education Section 3: College Graduate with Specialized Training
Completed

This example shows a college degree with relevant coursework lisido
highlights specialized jobelated training, but was placed in an additional section
labeled Specialized Experience and Professional Development.

Education

Bachelor of Sciete in Business Administration Graduated May 2003
University of Virginia,Charlottesville, VA Major, Finance

Graduated Cum Laude, GPA 3.65

Fulbright Scholar

Relevant Coursework:

General Business: Business Communications, Business Law

Finance and Accounting: General Finance, Global Finance, Accounting
Economics: Macroeconomidslicroeconomics, Economic Analysis, Money and
Banking, Econometrics

Human Resources: Personnel Management, Performance Appraisal,
Compensation, Organizational Design

Specialized Training and Professional Development:

GovGrad School
Administrative Informatbn Management, 3 CE credits Spring 2005
Software and Spreadsheet, 3 CE credits Spring 2004

7. Write an Optional Cover Letter

Cover letters are optional, but can be veddeed if written effectivelyYou can
upload a cover letter during the applioatprocessUseit to highlight strengths
above and beyond what is in your resume. Below is a basic template for a cover
letter.

Tips for cover letter writing:

1 Be concise, yet sufficiently detailed to stress the points important to the
target job.
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1 Personalize to each job; consider how your credentials relate to the target
job

1 Emphasize your strongest credentials

1 Keep it simple

1 Inform reviewers of material enclosed (e.g., resume, transcripts)

Basic Cover Letter Template
June 30, 2012

Office of Human Capital
Address

Dear

Enclosed please find my (describe material(s) you have included) for the job of

My relevant experience for the job includes(3

| believe | would be an asset to your organization becauSg (3
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Federal Interviewing

There are a few things that you should know about interviewing witfetleral
government before you attend your first interview:

il
il

1

Most interviews are behavioral.

Manyagencies wspanel interviews. A panel interview means that several
people will be asking you questions at the same time.

It is important to review the vacancy announcement and your resume prior
to the interview and to bring them with you.

Practice answers to antiaed questions based on the content in the
vacancy announcement.

Thegovernment uses competerogsed structured interviews, which
means that everyone who is interviewed will be asked the same gsestio
so that mterviewerscan compare notes on candidates.

The interviewers will need to document their decisions, so they may take
extensive notes. You may find that you are speaking to a group of people
who are not looking at you, but are writing down their respom3esiotlet
that worry you.

If you take note during your interview, the interviewersaytake your

notes and make them part of the interview record. This is done to ensure
fairness in the interview process and prevent the leaking of interview
guestions to other candidates.

The agency may interviesome, all, or none of the qualified applicants.

Following Up

If you are interviewed and not €lectedfor the position, make sureto follow up.
Six weeks after thejob closes, bgroadive and reach outto theHuman Resouces
(HR) person to larn theresults of theposition. The contact pesoné& namewill be
at theend of the \acaicy annourcement.

Getting the Offer

How the government extends an offer of employment.

If all goes well, you should receive a call notifying you of an offer to begin work
with thefederalgovernment. First, you will receive the call from a HR
professional extending you an offer based on the grade level as desctited in
vacancyannouncement.
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What You Can Negotiate

When you are offered a federal job, there are several commensatted items

you negotiate. Negotiate with whoever offers you the job, and ensure all the items
you have successfully negotiated are written into the formal job offer. Iltems that
can be negotiated include:

Salary

Your Leave and Earning Statememaybe used a basis for comparing what you
made in the military and your new federal paynew GS employee is usually

hired at step one of the applicable GS grade. However, in special circumstances,
agencies may authorize a higher step rate for a repyppinied Federal employee
based on apecial need of the agency or superior qualificatadriee prospective
employee.

Leave/Vacation

For nonretired members, full credit for uniformed service (including active duty
and active duty for training) performedder honorable conditions is given for
annual leave accrual purposes.

For retirees, annual leave accrual credit is given only for:

1 Actual service during a war declared by Congress (includes World War 1
covering the period December 7, 1941, to April 2852) or while
participating in a campaign or expedition for which a campaign badge is
authorized. (See Vets GuideWar Service Creditable for Veterans
Preference (external link).)

or

1 All active duty when retirement was based on a disability receivad as
direct result of armed conflict or caused by an instrumentality of war and
incurred in the line of duty during a period of war

If you are being hired into a GS position, your applicable work experience may
count toward years needed to move to the nigikten leave allocation. However,

the amount of service credit that may be granted to an employee is determined at
the sole and exclusive discretion of the head of the agency, or his or her designee.
(SES positions provide 8 hours per pay period.)

Your Starting Date

The Federal Government offers a variety of Recruitment, Relocation & Retention
Incentives Learn more atttps://www.opm.gov/policy-data-oversight/pay
leave/recruitmentrelocation-retention-incentives/#url=Fact Sheets
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Learn more about FederalHiring

If you want to find out more about federal employmem, @anline Transition GPS
course includes a module on federal hiring. Thisgatfed learning program is
available at
http://jko.jten.mil/courses/tap/TGPS%20Standalone%20Training/start.html

You can also access the programthim FedsHireVets.gov website at
http://lwww.fedshirevets.gov/job/edu/training/Continuing/menu.htmandthe
Department of L aymentandraining Seavitces (DOLE/EIS) o
Transition Assistance Program (TAP) Information page at
http://www.dol.gov/vets/programs/tap.htm. When you navigate to this page,
click on theAccess the TAP Vitual Curriculum button in the middle of the

page.

Update your ITP

In Section IV: Employment, update the subsection labetdblish a USAJobs
account and research potential federal employment opportunities
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Section 7: Creating Online Profiles

In section 3 you learned about the role of social media in your job search.
In this section you will learn how to create a profile in LinkedIn.

Create a LinkedIn Account

il
il

Go to www.linkedin.com

On the front page, fill out the form with yofirst/last name and-mail
addressPlease utilize a negovernmental enail address to avoid
interruption of services following your transition from the military.

Choose a password. Pick something that is easy for you to remember and
difficult for others to guess. Use lowercase and uppercase letters, numbers,
and special characters for the most security.

Click Join Now.

LinkedIn will now guide you through the rest of the registration process
and profile creation. Enter information about your locatiod eick Next.

Indicate whether or not you are a student. If you currently have a job, enter
that information now. Otherwise, enter the position you most recently held.
After you enter your company, another diagpwvn box will appear asking

you to select wat industry you work in. Select the one that most closely
matches your current or most recent position.

Click Create your profile.

Next, LinkedIn will ask you what the main reason is for you creating a
profile. SelecfFinding a job.

LinkedIn will ask youto confirm your email address in order to import
any contacts that you have entered into yeoradl account so that you can
connect with them via LinkedIn if they also have accounts. If you have
contacts in your-enail account you would like to importlick Continue.
Otherwise, click Skip.

Next, LinkedIn will ask you to confirm that yousreail address is correct.
In order to do this, they will send ammil to the account you provided.
Log into your email account, find the message, and click the yebatton
in the email to confirm the account.

When you click the button, it will automatically take you to the next step in
the registration process. LinkedIn will provide a list of companies. If you

see any that interest you, select them and @ik companies LinkedIn

will add these to your o6foll owingo
when they post updates or jobs to their account.
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1 LinkedIn will then suggest jobs for you. If they sound interesting, you can
choose to follow them so thgbu can receive updates on the status of those
jobs, as well as wupdat es Fkolfowdobsini | ar pos
to continue.

1 Next, LinkedIn offers to text you a link to download their mobile app. If
you have a smartphone and are intereset&r your phone number and
click Get the app

Take advantage of the free ongear LinkedIn upgrade for Veterans
LinkedIn offers free premium Job Seeker accounts for individuals who have
served in the Armed Forces. The Job Seeker account includes:

Applicant Insights: When you find a job posting you want to apply to, you can
use Applicant Insights to see how you compare to other applicants by education,
top skills, and other criteria.

Featured Applicant: When you submit an application, you will appaathe top
of the Iist of applicant in the job poster

The ability to know when someone has viewed your profiléfou are able to
see who has viewed your profile in the last 90 days; this lets you know if any
recruiters or HR staff are checkingwout. (Free members only see the last 5
viewers).

InMail: This feature allows you to contact anyone on LinkedIn, including the
people who have been viewing your profile, or a hiring manager you have
identified at a company you would like to target.

Full profile visible to all: With a Premium account, you have the option of
allowing any LinkedIn member to see your full profile and contact you for free.

At the end of the one free yegou will no longer receive the Job Seeker benefits
and you will return t@ standard account.will cost you $29.99 to continue with
the Job Seeker account.

You must first create a standard LinkedIn account. To ensure you have your
account properly created to receive the free job seeker account, add the following
to the Expeence section of your Profile:

1 Military Branch

1 Time of Service

1 Position

1 After you have done this, go hitps://veterans.linkedin.corahd click on
thelinktoin Fr ee Job Seeker Account o
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You will then need to provide several pieces of information, inogour name,
email account, current LinkedIn account URL, and military status information.

Please be patient, as the Job Seeker upgrade will thBal&ys to approve and go
live.

LinkedIn is also offering Veterans a free eyear subscription to Lynda.og an
online library of instructional videos on software programs and business skills.
You can redeem this offer at the same website: https://veterans.linkedin.com/.

Simply click AFree Course on Lynda.com and
above. One again, approval takeslD days and, upon approval, you will

receive a product key to access Lynda.com in yeuai associated with your

LinkedIn account. Please use a fgmvernmental @nail to ensure you receive

your product key.

Lastly, athttps:/veterans.linkedin.com/ pl ease take advantage of
for Veteranso course to |l earn everything t
the power of LinkedIn as a military veteran (course goes live in March 2016).

Building and editing your profile in LinkedIn
Before you apply for any postings, you should complete your LinkedIn profile.

1 Navigate to the black bar at the top, mouse &vefile, and clickEdit
Profile in the dropdown menu that appears.

1 Once you are at your Profile, you can anstlerquestions that pop up in
the blue box at the top of the page, and LinkedIn will guide you through the
process, adding your education, work history, and other details. The Profile
Strength Meter at the top right will give you an idea of how completaly y
have filled out your profile.

1 When you get to the section about adding a photo, make sure you upload a
professional photograph. Look at other LinkedIn photos for inspiration.

1 You can also manually modify each section individually, adding new
informationor editing previously created entries. When you mouse over
any section, a pencil icon will appear next to a field that you can update.
You can also click the Plus sign to add a new entry.

Using LinkedIn to search for jobs
1 Click Jobson the black bar at the top of the page.

1 The primary method of searching is by keyword and location. For more
control over your search clicgkdvanced Search Using the Advanced
Search option you can zero in on jobs:

o Country/Zip Code search allows you tarfd jobs in specific locations.
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0 Industry search allows you to look for jobs with certain kinds of
businesses.

o Functionssearch allows you to select the kind of work you want to
perform in your job.

1 More Options will allow you to search using other facsssuch as posting
date or keyword.

The Veterans Employment Center (VEC) at https://wwwvets.gov/veterans
employmentcenter connecs Veteransand their familieso meaningful
employment andareerdevelopmenbpportunities. It incorporates a number of
Depatment of Labor tools and the National Labor Exchange (NLX) jobs database
that allows you to search for both private and public jGttker tools in the VEC
allow you to translate your military skills and view employer commitments to hire
Veterans

The VECcontainsa broad set of other informational resources designed to help
employers recruit and retain talented transitioning service members, veterans and
their families.
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Section 8: Interviewing

In this sectioryou will continue applying the fourth primade of getting a job,
developing andielivering marketing messages.

Preparing for an Interview

All of the adivities tret havebeen competed in he preceding dionscreate a
foundaion for meding with potentialemployers. This sedion will introducethe
four typical stages of anterview and provide tips for acing each stage.

Interview Stages

Employer Candidate

ISl Questions Questions

Mostinterviews lredk into four stages. Themore you uncerstand each siage, and
what is expeded ofyou, the letter your chances of being slected.

1. Introductory Stage
Theinterviewer formsan initial impresgon thatcan contributeto acceptarce or
rejedion. Thededsion to hreis not madeat this stage, butit begins here.
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Build rapport

Thisis the stagavhereyou introduceyourself to theemployer and find common
grourd. Reanemberresearch you have doneand be aware of your surourdings.
Notice temsin the dfice or conference roomto identify related interestsor other
subpds for small talk to be&k the ce. Smile, dfer a firm handsh&e and do not
situntl the irterviewer does or untilheor sheasks

When meeting someondor thefirst time, note their aneand jobtitle. Make
small talk, but sty away from controversial subgts.

Projeda Enthusiasm, Confidence and Resped

Thegoa is to progd erthusiesm, coffidence and an attitudeof respedd no
matterwho you are meeting. From the gate guard to theexeautives, eeryone is
impottant to your sucess.

2. Answer Employer Questions

Mostinterviewers useastandard st of interview questions.Thesequestions
relateto how your skills, knowkdge, training, and work experience fit the job and
thecompany. Unfortunagly, many job hurters do notprepare answers tothese
typicd questions.As a esult, candidaes may not present their strongest skills and
qualifications.

Best Practices

1 Keep your answers brief, but be certain you answer the questions
thoroughly. Do not volunteer information thainist asked. You might talk
yourself out of a job.

1 Use the STAR method for responding to intervigvestions. Incorporate

evidence, specific examples, data and anecdotes to illustrate your points.

1 Think about your answer before you start to speak. It is okay to pause and

collect your thoughts and then give your answer. Try to relate your
response to #hposition for which you are applying by using keywords
from the job posting.

1 As you develop your answers, think about the match between your skills

and the companyds needs.

1 Every chance you get, explain how you would go about doing a job rather

than justsaying you can do it.

1 Emphasize you want the job and are willing to make a commitment
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3. Candidate Questions

Theinterviewer is trying to deermineyour level of interestin the joband your
degreeof knowledge aboutthe company. Interviewers also learn aboutyou, and
rememberyou, by the questionsyou ask. Interviewers resped candidates who
think about theirchoices carefully, and they appreciate knowing you have done
your homework.

During the interview you will also be @adingif the compay is agood place to
work. Based on theanswers toyour questions,you will learn aboutthe employer.
Lookfor amatch between the company and your goals, needs, and attitudes. The
best questions show thayou have doneresearch about thecompany and, at the
sametime, gt you informationyou redly want to know.

Thisis the point wbn you have the oppdunity to ask two to thee questions to
gaugethe aganizatio n fit $0 your standardsand criteria.

4. ClosingStage

If you are sureyou want the job, makeyourintertions cea at thistime. For
example you could say: fiThis sounds like great place to work and | believe |l can
help your departmentexceal expedatiors. | would really like to havethis job. 0

Thisis also the point wdte, nomally, you areinformedthat theinterviewer
appredated you coming in and outines whet happens rext. If theinterviewer does
not offer this infamationit is apropriatefor you to ask:

1 What are the next steps?
1 Isit okay if | follow up on the position next week?
1 When do yoiplan to fill the position?

Usuwally the hring autharitiesfor the position wlil confer before anyone is offered
ajob. So, do not &ped a cedsion to be nade aboutthe posiion immeditely.

Make a gacious ext. Thank the inteviewer for his or her time. On your way out,
say goodbye to anyoneyou e who may have helped you. Smile and bepleasant.
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Best Practicesto Remember During Any Interview

1 Be positive and enthusiastic. Your face conveys your attitude, and
reinforces what you say.

1 Remainattentvaend eager to | isten. Reinforce t
with nods.

Listen more than you talkio notinterrupt

Research the company/industry in advance so you can ask informed
guestions about the job and the company.

1 Offer a firm wholehand handshakeh8ke hands with both men and
women the same way.

1 Make eye contact with the interviewer. Many interviewers use your eye
contact to look for enthusiasm, sincerity, and for possible inconsistencies in
your responses.

1 Sit up straight and lean forward towahe tinterviewer slightly. Good
posture will help you listen and make you look interested.

1 Use natural gestures. If you normally use your hands to gesture as you talk,
do so in the interview. Gestures help you relax and convey enthusiasm.

1 Speak clearly andot too fast. Use good grammar and pronunciation, and
think before you speak. The interviewer will assess your communication
skills based on how you express yourself.

1T Notice the nonverbal cues of the interyv
expressions willdt you know how well they are listening. If the
interviewer is not attentive, shorten your answers, use an example, or ask a
guestion.
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Dress for success during an interview

Firstimpressons natter, whethermeeting soneone at a saial event or
interviewing for a job.

You should lookyour best when you go toajob interview. Dress one stepbove
the dess equired for thejob. You only get onechance to make afirst impresson,
so nmeke it agood ore. Rememler, first impressonsare foomedwhen the
interviewer first sees andgreets you. Youneel tolook professonal, corfident,
and compeént.

To help you dedde what to wea to an interview, visit the company and notce
what peopleare weaing. Make sure your inteview clothes are appraoriate for the
job you are applying for and thelocation of the interview. Do notwea asuitto an
interview at aconstriction site,and donot wea jeans and asport shrt to an office
settng. Youwill find differences intheway people dess deendingonthe
industy they work in and/orgeographic locations. It is always bettetto be wer-
dressed tlan urder-dressed for any interview.

Think alead totheinterview. If thereis a possibity you will berequired to
perform atask, makesureyou are prepared. For instance, if you are applying for a
job as avelder, you may be askedto demongrate your skils on thespd. You
should haveyour work clothes and tods aailable at theinterview.

The moment an indivdual sees you, heor sheevaluates:
91 Clothing
1 Hairstyle
1 Groominghabits
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Dressfor Int erviewd Men
Usethefollowing listto ched yourself prior to an interview. You may want to
sek an opinon from someoné thefield in whichyou are interviewing.

Hair should berimmedaboveeas. Have a clean shave. If you have abeard or a
mudade, besureto trim nedly.

Wea glasseswith up-to-date framesand clea lenses. Do not wear surglasses
with dark tints or mirors.

Wea no maethan aering on each hand and awatch. Do not wear any other
jewelry suchas biacdets, recklaces orearrings.

Depending on the posiion you are applying for, wea:

T
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Dark suit, black, navy blue or gray, single breasted; white or pinstripe dress
shirt and conservative patterned tie

Navy blue or gray jacket; coordinated gray, tan, or charcoal shatks
or pinstripe dress shirt and conservative tie

White, pastel, or pinstripe dress shirt and conservative tie; coordinated
navy blue, gray, charcoal, or brown slacks

Plain sports shirt; coordinated navy blue, gray, charcoal, or brown slacks.
Clean spas shirt and clean casual pants

Tip of the tie should come to the top or center of belt buckle

Belt should show no signs of wear or weight gain/loss; should match shoes
Nails should be cut short, filed and clean

Wear black or brown shined shoes with dar&ks. Work boots may be
appropriate for some job interviews. No loafers or tennis shoes.

No aftershave, cologne, or strong smelling deodorants, and no smoking
Carry a good leather or leatHéte portfolio or slim briefcase

Visible facial piercings and t&tos still carry a stigma; you may choose to
remove jewelry/hardware from piercings and cover tattoos for the interview
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Dressfor Int erviewd Women
Usethefollowing listto chedk yourself prior to an interview. You may even want
to sesk an opinon from someonen thefield in whichyou are interviewing.

T
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Clean hair, styled or tied back and professional
Makeup should be simple. Avoid bright colors or too heavy an application

Wear glasses with ufp-date frames and clear lenses. Do not wear
sunglasses witbark tints or mirrors

Simple earrings, a pin or a necklace and a watch; no more than one ring per
hand; no more than one bracelet

Depending on the position you are applying for, wear:

0 A seasonal dark business suit in solid color or conservative pafitarn
tailored skirt; blouse in a complimentary solid color such as white,
cream or pastel; skirt should cover the knee when seated

o Jacket in solid color or pinstripe; coordinating blouse and tailored pants
in appropriate length

o Tailored dress in solid cal@r conservative pringppropriate length

o Tailored blouse, preferably with long sleeves, in white, cream or pastel;
coordinating tailored skirt in solid color or conservative print or pattern
and appropriate length

Nails should be short to medium lengtianicured with light or clear
polish

Medium heel pumps, no open toebacks; no nicks in heelsp flats
Stockings or panty hose in nude or beige always, even in the summer
No perfume, cologne, or strorggnelling deodorant, and no smoking

Any bags or befcases brought should be black or brown, professional in
nature (no backpacks), clean and orderly. Carry either a purse or a
briefcase, not both

Avoid any clothing that may reveal cleavage

Visible facial piercings and tattoos still carry a stigma. You sfeyose to
remove jewelry from piercings and cover tattoos for the interview

Kee in mind that appopriate dessng and grooming are critical to making a
goodfirst impresson. Theseguiddineswill help you makea goodfirst
impresson not justin theinterview but also duringretworking and after you are

hired.
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Types of interviews

Thepurmoseof al interviews isto find theright personfor the joband conversely
for indviduals to find theappragoriate company and job fit.

Companes use arious methods taondLct interviews. Throughoutthis pracess
you may compete sveral rounds of interviews, © beprepared tomed and
interview with any compay morethan ace. A brief description of conmon
interviewing methods isbelow:

Faceto-Face/Oneon-One
With this methodyou will meet with onepersonat atime. Theinterviewer may
be the prson whowill be your supevisor ormanager.

Panel or Committee

Thistype has two ormoreinterviewers siting on a @nel or committeeand may
include HR, thehiring manager, thesupervisor, and/or ateam lead. This type of
interview invdvesanswering questions fom multiple people. This could add
significant pressue.

Med Interview

Whetherbreskfast, lunch, dinne, coffee or drinks, theseinterviews are alittle
moreintimate. Theseinterviews are meant to ob%rve you outside otheformal
work environment.Dueto the emingly casualenvironment, it is essy to get
comfortable, so surdo answer questions in @rofessonal way. Shouldyou find
yourself in one of these interviews, be nindful of thefoodsyou order (nottoo
pricey or mesy), and avoid ordering alcohol, een if theinterviewer orders a
drink first.

Group

This method brirgs inmany applicantsat once and can bemoreof a presentaion
about thecompany and thetypesof challengesyou will encounteron the job.Y ou
may becdled for a face-to-face or panel interview after thegroup session.
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Stress
Thegoa of this type of interviews to putyou in a stressful stuation and see how
you perform urder pressue. Positionsthat may usethistadic incluce:

Law Enforcement
Air traffic controllers

Intelligence jobs
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Positions in higkpressure work environments or those who deal with
highly sensitive information

1 Sales

Phone Interview

A phoneinterview or screening can occur unscheduled orscheduled.Many times
this interview happens tefore the rext stage;it will verify your basic
qualifications forthe paition. Below is alist of sugestions toprepareor swccess
when you have a phoneinterview:

1 Be in aquiet place where you can concentrate
1 Have all of your company, industry, and job research materials handy

1 Mention your research during the interview to demonstrate your
understanding of the business

1 Get dressed for work, as it creates a professional@stihat is not visible
but comes through in your manner over the phone

1 Have questions preparedd ke prepared to take notes
1 Smiled your smile will impact your voice inflections
If you are driving, be sure to stop and give full attention to the call.
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Video/Teleconference Inteviews
Video, Skype and teleconference interviews are becoming more common. This is
especially true if you are in a remote location or geographically distant from the
company. Here are some things to remember if you are doinggdaisftinterview.
1 Lookat thecamera, soit appeas you are addressng theinterviewer
1 If you have control of your environment, here are someconsicerations:
o0 Be sure that you have a professional and uncluttered background
0 Be sure the lighting iappropriate; do not sit in front of a window

o Be sure you are in a quiet room with no distractions, such as cell
phones, pets, children, etc.

o Dress for interview!
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Common Interview Questions

By asking questions, theterviewer tries todeterminehow well your attitudeand
skills fit with the job, thecompaly image, and the waok culture. Thecandidaed s
sucess orfailure is determined by theirability to communcae clealy and
openly. In gererd, empbyers are lookingfor the answers to thee questions:

1 Does thecandidate have the skills andbilities to perform thejob?

1 Does thecandidate possess thattitude and wak ethicthe employer
expeds?

1 Will the candidatebeateam player andfit i nto theorganization?

There are afewtypes ofinterview questionsyou will encounterduring your job
seach. Thesequestions will be thébasis ofyour preparation for interviewing.

Traditional Int erview Questions

Traditional inteview questionsare kroad-based. Hereis a list of gveral
traditional interview questions. Tdfind mae examples of guestions, simpy type
finterview ques t i o ywour favorite search engine. It is in your kest intgest to
practice answering thesequestions, as yowill beexpeded toanswer in a
professonal manner.

=a

What do you knowaboutour company?

Where do you seeyourself in five or ten years?
What motivatesyou todo agood job?

Why did you dedde to nterview for this position?
Why shouldl hire you?

Are you ateam player?

What doyou knowaboutour organization?

What doyoulook forin ajob?

=4 =4 A4 4 A4 -4 -5 -2

Do you have any questiors?
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Behavioral Int erview Questions

Thesequestions equest descriptions dout how you hae behaved in past
situations and areonsicered to be pedictors of howyou might behave on the job.
Behaviora quegions ae moreprobing and morespecific than traditional
interview questions.

1 Providean exampleof agoa you reached andtell me howyou achieved it.

1 Haveyou had toconvince ateam to wak onaproject that membes did not
want to?How did you handleit?

1 How have you handled aconflict situation with aco-worker?

Hypothetical or Situational Interview Questions
Hypothetcal/situational qestions pesent you with a senario thatcould happen.
Example questionsare:

1 If you werebusy meeting adealline and aco-worker askedyou tohelp
makecopies,what would you say?

1 If oneof your sugervisors tellsyou toentermore saks cantads than you
adualy macde, what would you do?

Smart questions to ask during the interview

Throughout the interview process, the interviewer is trying to gauge how
committed and capable you will be in terms of helping the company succeed. At
the same time, you should be trying to determine if the company and position is a
good fit with you and/our goals, needs, values, asidlls.

Normally, as the interview is drawing to a close, the interviewer will ask you if
you have question¥.ou will typically have time to ask two or three.

Here are some questions that will both telegraph your commitiméime
empl oyerb6s success and provide you with in
the job is a good fit for you.

1. After hearing my answers to the questigns haveasked, do you have
any concerns about my ability to do the job?

2. If | get this posiion, what will be the most important part of my job, in
terms of ensuring you and the teamill be joining are successful?

3. What would be the most valuable new skills for me to develop, in terms of
being able to add more value to the departrheiilt bejoining? What
opportunities will I have to learn those skills?
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4. What are the next steps in the selection process? How soon do you plan to
fill this position? Is it okay if | follow up with you next week?

What are the greatest challenges of this position

Would you describe what a typical day on the job consists of?
Are there any questions to which | did not adequately respond?
Where will | fit into the overall organizational structure?

© © N o o

Who is the supervisor for the position?

10.What do you expect me to awuplish in the first six months?
11.What training is provided?

12.What other positions would | interface with in the job?
13.How would you describe the work environment?

14.Do your employees work individually or as a team?
15.What career opportunities exist in the comyan

16.What further education or training does the company consider important
for my future progress?

17.1s this a newly created position or has it existed for some time? What
happened to the last person in this position?

18.What are the department's goals for tear®

As you conclude the interview, let the interviewer know jfoat areenthusiastic
and confident about joining their company, using language similar torthss:
sounds like a great position and a great place to wioakn confident that will
make a significant contribution here.
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Practice Answering Questions

You can improve your chances for swccessif you pradice answering questions.
Rea thefollowing questionsand thecoading guidelines in parentheses. Write
down your own persoral ansvers, usinghe STAR methald Situation Task
Action Resultd as muchas possilbe. Practice answering these questons with a
partner.

1. Tell me about yourself. (Talk for approximately two minutes. Be logical. Be
positive. Relate what you say about yourself to the job. Show some of your
personality.)

2. Why are you leaving your current position? Why did you decide to leave the
military? (This is a critical question. Do not bad mouth your former employer,
service branch, or previous supervisors. Remember, the person you are talking to
may have served in the military or may have a child, spouse or sibling currently
on active duty. It is gootb state that after long personal consideration you and
your family have decided it was time to consider opportunities in the civilian
workforce.)
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3. What do you consider your most significant accomplishment? (This can get
you the job. Prepare extensively. Tell a short story, which includes details and
your professional involvement. Describe an accomplishment that was truly worth
achieving. Include hardiork, deadlines, overcoming obstacles, important
company issues and relations with coworkers.)

4. Why do you believe you are qualified for this position? (Pick two or three main
factors about the job and about you that are most relevant. Disgtiisspecific
details. Select a technical skill, a specific management skill (organizing, staffing,
planning) and a personal success story.)

5. Have you ever accomplished something you did not think you could? (Show
you are goal orientated and havst@ng work ethic. Provide a good example of
when you overcame difficulties to succeed.)
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6. What do you like or dislike about your current position? (Interviewer may be
trying to determine your compatibility with the open position. Avoid complginin
about your dislikes and keep the answer positive.)

7. How do you handle pressure? Do you like or dislike these situations? (High
achievers tend to perform well in high pressure situations. Conversely, this
guestion also could imply that the positiis pressure packed. If you perform well
under stress, provide a good example with details, giving an overview of the
stress situation. Try to relay the situation as a challenge rather than focusing on
your ability to handle pressure. The interviewel gée you turn a negative into a
positive situation.)

8. Good employees can take the initiative and get the job done. Can you describe
yourself in terms of this statement? (A proactive, resuisnted person does not
need constant supervision. ¢onvince the interviewer you know how to take
initiative you must describe a situation in which you wereselfivated. Try to
discuss at least one exampledepth. Demonstrate a strong work ethic and
creativity.)
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9. What is the most difficult aget about your career? How would you have done
things differently in hindsight? (This is a question to find out if you are
introspective and if you learn from your mistakes. The right answer indicates an
open, flexible personality. Do not be afraid tktabout negative results or

problem issues, particularly if you have learned from them. Dynamic; high
performance individuals learn from mistakes. End your story on a positive note.)

10.How have you grown or changed over the past few years? (Tdigugstion

to find out if you are a welbalanced, intelligent individual with technical skills.
Overcoming personal obstacles or recognizing manageable challenges can make
you an approachable and desirable employee.)

11.What do you consider younost significant strengths? (Know four or five key
strengths. Be able to discuss each with a specific example. Select those attributes
that are most compatible with the job opening. Most people mention management
ability or good interpersonal skills in m@nse to this question. If you cannot

describe the specific characteristics of management, such as planning, organizing,
budgeting, staffing, etc., do not say you have strong management skills. If you
mention interpersonal skills you should be able tortleplain what you

mean.)
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12. What do you consider your most significant challenge? (Show by example
how a weakness can be a learning opportunity. Balance any negative with a
positive statement identifying how you are overcoming this weakness.)

Additional Questions

1

=4 =4 A4 4 A4 -4 A5 -2

What goals haveyou set recently?

What doyou think of your current/passupervisor?

What do your sipervisors/subordinatethink of you?

What is your management gyle (democratic, team player, etc.)?
Why shouldl hire you?

What jobs tave you held? Why did you leave?

Why did you choosethis field of work?

How do you gpend your spaetime?

What personalcharaderistics doyoufed are necessay for successin this
field?

Do you prefer working with othes orby yourself?
What kind of boss doyou prefer?
How do you respond to negatifessdback?

Themoreyou pradice answering interview questions, thebetter you become.
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Guidelinesfor salary questions

1 Do not mentiormoney or benefits urtil the inteviewer brings it up, oruntl
an offer has been made.

1 Givetheamountas arange, for example fi$40,000to $45,000 depending on
t he b eaherthantagng $42,000. Aange givesroomto negotiate.

1 Youcan find out aredistic salary from researching the occupation. One
resource forinformationmight be the lacd American Job Center.

1 Sometimes anemployer will bringup slary early in an inteview. If you
are not ready to discussthis guestion, hereis anexample of what you could
say: fiBefore | can give an answer to thesalary question, | woud liketo
know moreabouttheposiio n . 0

1 If possble,wait until you find out about thedmefits offered before you
answer questionsabout slary.

Here are someways you can answver thequestion aboutminimum sakry:
AWhat is therange for this postion?0

Al am comfortable negotiating within the posted salary range should | receive an
offer. 0
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Mock Interview
Practice al stages of the interview process.

1. Observer roletse the Observer Sheet on the next @agkprovide
feedback to the Candidate when they have finished their mock interview.

2. Employer role: Choose five questions to ask the candidate.

3. Candidate role: Practice interviewing with the employer from introduction
to closing.
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Mock Interview Observer Sheet

Build Rapport
Did thecandidateintroduce him or herself and stake hands prdessonally?

Did thecandidatemake eye contact?

Did thecandidatemake appraoriate snall talk?

Employer Questions
Did thecandidateanswer employer questonsappropriately?

Did thecandidateuse the STAR metha?

Did thecandidatestumble or pause for too log?

Did thecandidateadequately answver thequestions?

Candidate Questions
Did thecandidateask gopropriate qlestions?

Did thecandidateask about follow-up?

Closing Stage
Did thecandidateask forthe jdo?

Did thecandidatethank the inteviewer? Did thecandidategradoudy exit?
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Legal Protections
Two laws provideéService membearand Veterans, including those with
disabilities with protection as thegarch for jobs and after they are hired.

1. TheUniformed Services Employment and Reemployment Rights Aaif
1994 (USERRA) helps ensugzrvice membearand Veterans:

1 are not disadvantaged in their civilian careers because of their military
service

1 arepromptly reemployed in their civilian jobs upon their return from duty;
and

9 are not discriminated against in employment based on past, current or
future military service.
For much more information on USERRA go to
www.dol.gov/vets/programs/userra/index.htm

2. The Americans with Disabilities Act (ADA) ensures equal opportunity during
the application process and on the job by:

1 Prohibiting employers from discriminating against disabled job seeker
who are able to perform the essential functions of a job with or without
reasonable accommodations

1 Requiring an employer to provide reasonable accommodations to
employees so that they are able to perform the essential functions of a job.

For more information, sedJnderstanding Your Employment Rights Under the
Americans with Disabilities Act (ADA): A Guide for Veterans at
http://www.eeoc.gov/eeoc/publications/ada_Veterans.cfm
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Section 9: Follow Up After the Interview

Follow Up after the Interview

Thank You Notes

Write athankyou notesoon after theinterview, the sameday is bes. You can

hand write this note It is agoodway to briefly addanything you forgot, orwish

you hed said in the irterview. You can reinforce important information you

provided in theinterview, stateyour interestin the job,and let theemployer know
you appredatetheir time. Thank you notes should be brief and to the point. Two
sample thankyou notesfollow:

Sample Thank You Letter #1

February 2, 20XX

Mr. ThomasWilliams, President
Main StreeBank
1111Washington Stred

Los Angeles, CA 95999

Dea Mr. Williams:

Thank you for the opprtunity to interview with you yesterday.
The information you shared with me about Washirngton Mutuel
Bank is relpful in understanding the mpaa of loan officers toyour
overal misgon. | am excitedaboutthe possbility of applying my
education and experience to this posiion with your bank. The
expansionand publc lendingplansare espedally intriguing and |
look forward to relpingthebank enterthe new market.

If 1 can provide you with any additional information, peaselet me
know. | look forward to heaing from you soon.
Sincerely,

Charles Henderson

1111 E.Hollywood Boul evard
Los Angeles, CA 95999
(916)9999999
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Sample Thank You Letter #2

February 2, 20XX

Judy R. Smith
110 Logan Std
Denver, CO 80211 (9169999999

Ms. MarthaAnderson, Pesident
Carrington Cable Corporation
5555 Gible Boulevard

Los Angeles, CA 95999

Dea Ms. Anderson:

Thank you for theinterview this afternoon. | appredate your time
and consiceration.

TheCable Installer positon wediscussd sounddike agoodfit
with my skills andexperience | feel that | could make avalualde
contributionto CCC.

| look forward to rearing from you next Thursay.

Sincerdly,

Judy R. Smith
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Evaluate the interviewd Continuous Improvement

Every interview is an opportunty to improveyour interviewing skills
and to maimizeyour potential for sucess. To lelp learn from your
experience and toincrease chances for success, complete the Post

Interview Checklist.

Post Interview Checklist

Date of Interview

Company Name:

Date to Call Back:

Interviewers Name:

Date of Decision:

Was | on time (15minutes early)? Yes_ No_
Did | dressappropriately? Yes  No_
Do | need to send additional information?
1 Resume or application Yes__ No__
1 Reference list/letters of recommendatid Yes  No__
1 Work samples Yes  No__
Did | give a positive indication of miyterest in Yes  No_
the job?
Did | ask for the job? Yes  No_
Did | mention who referred me? Yes No

What was the i ntervi g
of my resume?

What did the employer seem particularly
interested in?
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What questions did | have the most difficulty
answering?

What questions did | answer most effectively?

What further information did | obtain about the
company?

What can | do to improve my performance?

169




Evaluate job offers

There are several ways toevauatejob dfers. Perhaps thesimpled is to listall of
the posand cons. Asyou evaluate the dfer, kegp in mind the aspects that are
important toyou aboutyour lifestyle. On Day lyou identified your wak
preferences and values. Referring to this sectiomay help you meke a decision.
Compae how well the job mathes your preferences and values.

Kee in mind thatyour family is dfededby job dedsions, sanclude tremin the
dedsion- makingprocess.Re me mb e r t h adf thefprocesandithatisp a r t
why we continually evaluate and improwéhen you are successful and yam

get a job offer, here are things to consider

Factors Job Evaluation Checklist Acceptable | Unacceptable

Thelndustry | Interestin the industy (Is this a
field where | would like to buld a
caeer?)

Potentialfor long-term growth (Is
this an industy thatis growing?)

The Position | Work duties (Do the duties ofhe
job interest me and usemy skills?)

Potentialfor advancement (What
opportunites ae available?)

Position level (Whereis thejobin
the aganization? Towhom dol
report?)

Wages/beanefits (Do they meet my
neals?)

Hours (Do | consider them
reasondle?)

Working conditions What are the
company's expedationsand wak
style?)

Quality of job (How long has the
postion been gpoen and why is it
open?)
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Factors

Job Evaluation Checklist

Acceptable

Unacceptable

Travel requirements(How much
would | have to travel?)

The
Company

Growth potential How has the
company performed ower the last
sewra years?)

Planned expansion(What plans
exist and how dathey fit with the
eonamy?)

Success What are thecompanyd s
debt/profit ratio and other indcaors
of sucess?)

Reputation What is thecompanyd s
reputationin the industy and with
its empbyees?)

Managementteam (What is the
tenue, growth, and origin of the
management tam?)

Your
Supervisors

Skills (What are the sugrvisord s
training and previous work
experience?)

Organizational pogtion (Who do
the suprvisors report to and how
long have they been in their jobs?)

Interaction/expedation (Howwell
do| think I can wark with the
supervisor?)

Environ ment
al Concerns

Geographic locaion (Isthejob
somepace | would liketo live?)

Areafactors(Am | comfortable
with thetraffic, growth, costof
living, crime rate, etc.?)

Housing(ls affordable housing
available and tomy liking?)
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Factors

Job Evaluation Checklist

Acceptable

Unacceptable

Reaeation (Are recreation
oppatunities awailable and within
reasor?)

Schools(Are good shools
available for my children, spouse,
and =if?)

Company Paid Vacdions: Howmany days
Benefits after ayea of employment? After
Available five yeas ofemployment?
Health Fully or partially paid by employer?
Insurance Dependent coverage fully or
partially paid by employer?
Does coverage include:
Vision cae? Dental care?
Alcoholism and/or Drug abuse
treatment?
Paid Sick Provided?
L eave Carry-over of unusd days
permitted?
Paid Life At leasttwo times amual sabry
Insurance (for coveragebased oneanings)?
At least $15,00(Qfor coverage
based onflat ddlar amourt)?
Savings and | Savingsthrift plans?Cash prdit
Profit shaing? Deferred profit shaing?
Sharing
Qualified PensionPlan (Defined Benefit)
Plans Provided?

401K, 403Bor other tax deferred
retirement svings plns?
Asscaiation, prdessonal or union
plans?Mutual fund retirement
plans?
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Factors Job Evaluation Checklist Acceptable | - Unacceptable
Other Full or partial relocation allowance?
Benefits Full or partial reimbursementfor

education expensesFinarcial or
legal courseling plan?

Child care? Long-term incentive
plans (stak options or otler type of
performance award)?

Cars ortranspotation alowance
provided for exeautives, saés
people ormaragers who must
travel?
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Components of a salary

Below is asummay of the various categories thet makeup atotal compensation
padkage. Each of these should besvaluated forits wath to you and your family.
Thesemay or may not beavailable at thecompany you are consicering and these
may or may not be rgotiable. Many timesan employee would rather have an
increase irsaary rather than specific benefitsowever, company plansrardy
offer this chace

Pay

Theprimary means ofcompersation for most empbyers iseanings. Whether
working as a slaried employee or anhoutly worker, dollrs are the gimary
means forcompenstion in mostcases.

Benefits

Thecaegory of benefits is a vil one that many peopledo notconsidcer when
reviewing theentirety of their employment dfer. A benefits package can offer a
wide range of services.

Here is alist of ome ofthe mostcommon kenefits. Keg in mind thislistis not
comprehensive,and thee are many othertypes of compenstion availablein an
employee/empbyer relaionship. Tleseare smply examples of themostcommon
types of compenstion found intodayé wakforce. When you get into negotiating
for compenstion, keep in mind that, for theemployer, thereis a dolbr figure
attached to any benefit offeredand that \dlue should beonsideredas you
evaluate your totalcompenstion offer.

Medica Insurance

Insurance for hedth-related costsis highly coveted intodayd society, and many
employers dfer sometype of health insurance coverageas abenefit. For full-time
employees atypical employer will cover themajarity of costsfor hedth
insurance, often 70 percent employer responsbility and 30 @rcent employee
responsibility Other organizations ofer different hedlth padkages, induding 100
percent coverage by someemployers, while others dfer nohealth insurarme at all.
Hedth insurame plansvary in their offerings; besureto real the terms ofany
plan dfered.
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Dental I nsurance

Many employerswho dfer a health insurarme planwill also havesometype of
dental insuance. Dental insuiance padkages often offer preventive care at little to
no cost.Forwork beyond thatthe employe@ssunesappraximately 50 percent
of any cost.

Vision Insurance
Similar in natureto dendél insulance, vision insurance often offers eventive care
at littleto no cost, awell as sane asgstarce on costsfor glasses, contects, et.

Tuition Asdstance

Many employers dfer sometypeof berefit to compenste theworker for
investing in edaaion. Thescqe of this type of benefit can provide tution
assistape ranging from afew hurdred dolars tograduate and dactoral degrees
andmay have requiste conditions for payment of benefits. Somecompanes will
requireacertain amountof tenurebefore and/orafter expensesare reimbursed
and may require a re@yment ofthe benefit if the worker leaves before a
predetermined amount of ime after comgeting theeducation.

401(K) or Retirement Contribu tions

Most employers value workers who contributeto their organization ower time. As
a resul, they offer contrikbutions to retrement plans. Thamountof compeation
theemployer will contribute to an indivdual @aount varies greatly from oneto
four percent or more. Mostof the time thesecontributionsmust vest, which
means those ddérs contribuied totheindividual retirementaccountsare not
immediately available to the indivdual. Insteal, availability is bagd on avesting
schedule tied to a dfined numier of yeas ormorths of ®rvice to theemployer.
Once theworker is vested, thoseontributionstranser ownership tothe
individual.

Stock or Equity

Somecompanes offer individual workers an opportunity for ownership in the
organization. This owmrshipmay takethe form of stocks or, in some&ases, a
percentage of ownershipin thecompany for many small busies s e s arit nu pfios t
mode.

Oftenany stockor equty oppatunity typicdly carries acavea that outlines a
fivestin g period smilar to what wasdiscussd a momentago.
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Profit Sharing

There are somecomparnes who lave set asidea predetermined percentage of
profits fordistribution to empbyees who q@alify under theterms of te benefit.
Eadh of these terms \aries from employer to employer.

Transportation Allowance
Someemployers subsidze your transpotation expenses.This com@nsaton can
taketheform of:

1 A montHy car allowance
1 A vehicleleased for theindividual by the employer

1 Contributions fompublic transprtation, parking and/or otherfees assoiated
with travel or commuteto work.

Communicating your decision to the employer
There are several choices you can make when you receive a job offer.¢éou

1 Accepttheoffer
1 Reect theoffer
1 Request deby of thededsion

Whatever your decision, communicae immeditely either verbally or in writing.
If the dfer was madeverbally, averbal response is sfifcient. If the offer was
madein writing, a wittenresponse isaquired. Uswelly thewritten dfer from the
employer will includea sondcopy for you to sgn and return. It is agood idea
to request awritten job ofer, particularly if you arerelocaing forthe job orif
thereis a time @l ay before adually statingwork. If you are requestingto dehy
the dcedsion, therequest should be nade erbally and then followed with agtter.

If you are accepting the position, be sure to verify the:
1 Salary
1 Benefits
1 Position
i Starting date

Following aresamples of varioustypes ofletters tlat carrespond withyour
decision about dfers. Usethe examples to deft your own letters.
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Sample #1: Offer L etter

January 14, 20xx

Lynn Green

2345 Brook Avenue

Englewood, Ohio 12345

DearMs. Green

It is my pleasure to extend the following offer of employment to you on behalf of
Pinkerton ServicesThis offer is contingent upon your passing our mandatory
drug screen, our receipt of your college transcripts cantpletion of criminal
background check

Title: Security ServicesUniformed Guard

The salary for this positioniwbe paid in biweekly installments of 109.42

which is equivalent to#5,626on an annual basis, and subject to deductions for
taxes and other withholdings as required by ¢awhe policies of the company.
Benefits: The current, standard company health, life, disabilitydardal

insurance coveragae generally supplied per company policy. Eligibility for

other benefits, including the 401(k) atuition reimbursementyill generally take
place per company policy. Employee contribution to payment for benefit plans is

determined annually.

Vacation is accrued dthours per pay period, which is equivalent to
approximatelytwo weeks on an annual basis.

Start Date: February 1, @xx

If you are in agreement with the above outline, please sign below. This offer is in
effect for (generally, five business days).

Signatures:

(For the Company: Name)

Date

(Candidate's Name)

Date
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Sample #2: Acceptance L etter

=a =4 =4

=A =4 =4

David Sternz
600Middletown Rke
Batimore, MD 21201

February 1, 20XX

Ms. Peterson, Hunan Resouice Manager
ABC Compay

5555 ABC Drive

Baltimore, MD 21201

Dea Ms. Reterson:

Thank you for the offer for the position aac@urting speciaist. | accept the
positonwith pleasureand look faward to making my contribuion to ABC.

It is my understanding that the conditions ofmy employment are as follows:

My initial salary will be $35,500 r year, paid in equal increments eery two weeks.
Benefits include accidert, hedth, and life insurance, effedive upon sarting wark.

My probationary period lasts six months, with anitrel performance and salary review after
that time.

Salary reviews are scheduledfor every 6 morths dter competing probation.

Written performarce reviews accur each year ontheanniversary of my initial employment.
Vacdionand sck leave accrue at arate of one day per month ad are cumulative.

As we agreal, my stating date will be February 15, 20XX. | enjoyed meeing
you and look faward toworking at ABC. If there are materias | shouldread
or complete rior to the 15th, plasesendthem to me. | can bereached at
(777)777-0000any evening for additional information.

Sincerely,

David Sternz
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Sample #3: Acceptance L etter

JamesWilmore
158 N.Lincoln
San Diego, CA 92109

October15, 20X X

Mr. Robet Garcia, Pesident
ABC Industres

3000Long Beach Boulevard
Los Angeles, CA 91111

Dea Mr. Gacia:

Thank you for the confidence demonsteted in meas refl ected inyour
offer as theVice-President ofFinance

It is my understanding that the posiion reports diedly to youand is
responsibe for legal, humanresouces, datgprocessng, administrative
services andong range planning.

Theemployment packageincludes:

Annual BaseSalary of $95,000.

A bonuswith aminimum range of 20% and a maximum of 50%o0f compensation

Stock options (bsed on gerformance)

Club membership at Golfinternational

Company funded pension plan

All relocation costsincluding purcheseand sles costsof housingand motgage assstarce
A review at Six morths

E I I I

| look forward to stating withyou January 1, 20X X.

Sincerely,

JamesWilmore
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Sample #4: Refusal Letter

Jonathan Riddle
600 Middletown ke
Batimore, MD 21201

February 1, 20XX

Ms. Chambe's, HumarResouice Manager
ABC Compay

5555 ABC Drive

Baltimore, MD 21201

Dea Ms. Chamlars:

Thank you for your offer of theposiion ofac@munting clerk.
Unfortunaely, | mustdecline. After seriousconsiceration, | have
concluded ttat the regotiated slary of $20,500 pr year does not
adequately compenste mefor my skills and qualificaions.
Therefore, | will continuelooking for work which fals into my
expeded slary range.

Thank you for your timeand consiceration. | wish you siccessin
finding a suitable employee.

Sincerely,

Jonathan Riddle
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Sample #5: Extension Letter

Peter Davis
600 Middletown ke
Batimore, MD 21201

February 1, 20XX
Ms. Katz, Human Resouce Manager
ABC Compay

5555 ABC Drive
Batimore, MD 21201

Dea Ms. Katz:
Thank you for your offer of theaccouning clerk position. | am

very interested in the posion. Asl mentionedon the phond, will
neead an additional two busiessdays tomake my decision.

| will cdl to inform you of my decision by February 5.

Thank you very muchfor your considceration.

Sincerely,

Peter Davis
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Negotiate job offers

Sometimes you receive an offer that includes a mix of desirable and undesirable
elementsRatherthan turningdown theoffer, you may want to consider

negotiating the temsof the dfer with theemployer. However, for the most grt,
employers will only enterinto seious regotiations forupper level management

and exeautive posiions.

Before you dedde to regotiate, you have to make some cedsions.

1 Besuethe issue is scesousyou would nottake the job unless ivere
changed.

1 When you ask to negotiate, the employer may withdraw theoffer. The
employer may have othercandidates whowould bewilling to take the job
as dfered. In somecases the employer may not beable tochange the offer
dueto contrad or budget limitations.

1 If money is theissue, besureyou research and know tedary range you
will accept. Having a ange allowsfor compromig. For example, it may be
easierfor an employer to provide morein berefits than in slary by
providing perks, like freeparking ortuition asgstarce.

Following are somegeneral suggestionsand guidelines on regotiating.

1. Always keep a positive attitude.
2. Look at the total package (compensation, location, position, etc.)

3. Do notignore job progression. You can compromise by accepting the job at
the salary offered and asking for a review sooner than the company
normally allows.

Negotiate in Person

A discussion tfers theadvantage of allowing you to del with theemployer's
objection on the spotf thejob you are applying for is onewhere an offer may be
madeat theend ofthe inteview, you should berepared to negotiate at that paint.

Negotiate in Writing

Itis alvays preferable tonegotiate in person, hevever, in some sitetionsyou
may have no choicebutto negotiate inwriting. It can give you the oppatunity to
word your remarks carefully. It gives theemployer a chance to evaluate your
idesas, talk ttem over with othe's, and tomake a counteroffer. It avoids instant
refusal. Remember to ke theletterposiive and factual.
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